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Section I

PURPOSE OF THIS HANDBOdk ,._--, - -

This handbook is provideef63acqdaint all members of the plyMouth State
.

College professional staff with college organizations, poLicies, and
procedures Ad the individual's duties, rights,.and responsibilities as
an'employee of the University of New Hampshire. No Attempt is made to
duplicate information which is regularly piovided in other college. publica-
tions, and all faculty members sliould become thorbughly faiiiliar with the
college catalogs and the Student Handbook. . - . ,

. '----,
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Section II.

J,

ADMINISTRATIVE ORGANIZATION
(

A. The;Board of 'Trustees *
--)

.

)

,1. The governing body of Plymouth State College the Board of Trustees
of the State University of New Hampshire. The Board is composed of 25

( members as follows:
_ .

`LI

The.GOversor:of New Hampshire
-The CAancellor of the University System
The Commissioner of Agriculture
The Commissioner of Education

*- TWilBresident of the Univerbity of New Hampshire
! - ot_PlymoUth...,State College

_ President of 'Keene State College
7:12 truBtees'appointed by the Governor with the

_advitia and consent of his council*
4.trustees elected. by the alumni of the

-.zualierisity of New HaMpshire
1 tAitee e/etted by the alumni of Plymouth

:State College , "kw 4

1 trustee elected by the, alumni, of Keene
State College

.

2. This board elects its own chairman annually and must meet at Plymouth
State College at least once each year.

B. nedniversity Administrative Board

1. This bard is composed of'the Chancelpr, the President of the
University.at burh3M4 and the Presidents of Keene and Plymouth State
Colleges.

, °

2. The Admini9trative Board, andits- members are charged With working
out the procedures and details for conduCting their joint responsibili-
ties in order to provide for the maximum institutional initiative and
respontibility withiii the, well-coordinated and unified university
organization. ' 4

C. presidenegf Plymouth State College
, .

1.-The Otesidente acting under the authority of the University Bdard
of Trustees, is the chief executive officer of the college and is re-
sponsible for the,general administratiOn andsupervision ot all aspects
.of the entire' institution._

2. Th responsibilities of a state college president in the University
Syst have been 'defined by the Trustees as follows:-

r- ,_ CC

The President of each State College in'Iccordance
*iith policies established by the Administrative
Board and su4lect to the approval of the President

*Includes one student each year from one of the three University System.
campuses..

II-1
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of the University:

a. Shall prepare the budget for the State College,
in cooperation with the Vice President-Treasurer

N
b. Shall pass upon all bills and claims against the
college and draW his order upon the Vice President-
Treasurer for the payment of approved bills

c. Shall be responsible for the care of all college
buildings, groundd and eqUipment

d. Shall recomriend to the Personnel committee of thb Board
of Trustees, individuals by name and qualification for
faculty or professional appointment, promotion/ tenure,
and salary adjustments. Shall approve all staff, ap-
pointments in the clerical and service categories

e. ShallOwith the advice of the State College Senate
or faculty, establish such rules and regulations for
the government of the, students, and for the general
work of the college as may be deemed wise

'. Shall be President of the State College Faculty.

g. Shall approve All committees of the faculty or Senate,
and he is ex- officio member of all committees of the Senate
and/or faculty

h. Shall promptly, report to the Board of Trustees, any
member of the faculty who shall fail or neglect to per-,
,form faithfullyand effectively, the duties of his office

i. siren make temporary. appointments in staff membersbip:
such appointments shall be terminated upon action of the
Board.

Q. Organizational Chart

The administrative Organization of Plymouth State College is shown
graphically preceding this section. In the absenCe of the President,
th6 Dean of the College, the Dean:of Student Affai4S, or the Business
Manager shall substitute for him in the order listed.

E. The Administrative Council

Members 61,the President'S Administraii% Council include the As-
"sistant to the President, Dean of the'C011ege, Dogn of,StudentAf-'
fairs, Bubiness Manager, Faculty Speaker,,Faculty Observer, Trustee
meetings, Student Body President, and, PresOdent of the ptudent.Senate.
The Councils meets weekly with the President, and such other AndiVicluals:
as.he'may designate,for the consideration of ebparticularisdbjeot, to
advise, assist, and coordinate the institution's adliniotrative
management.

Rev. 7/1/74
11-2

9.



n.

t

F. Advisory Council

Composed of the principal administrators of the college, department
chairmen, elected members of the faculty, College Librarian,' President of

the9tudgnt Body, Speaker'of the Student Senate, and students to equal
the number of non-students (see Appendix A, By-Laws of the Faculty), thit
council acts as an adixisory body to the President and the faculty on
matters of college policy.

G. Administrative Management

The President accomplishes his administrative responsibilities,through
the Dean of the College, the Dean of. Student Affairs, the Business Manager,
and the Assistant to the President. These officers of administration,
their assistants, and their areas of Piimary interest are discussed in

subsequent sections.

H. The College Faculty

1. Under the leadershii, of the President of the College and subject always

to the approval of the Board of Trustees of the University of New Hampshire,

the Plymouth State College Faculty shall hae legislative jurisdiction in

all matters of student qwernment add educational policy not otherwise

prescribed by the Board of Trustees.of the University. .

N '
2.,,The By-Laws of the Faculty which include membership, organization, and

committee composition, are piovided in Appendix A, and a general descrip-
tion of committee duties is included in Appendix B.

I The Graduate Faculty °..

, N .

The BY-:Laws of thd Graduate Facility include membership, organization, .

and council hnd sub-cRTTittee composition,' and are to be found in Appendix
E.' Special rud'es and regulations governing graduate study are outllned,
in the enclosures to this appendix. .

0

O
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A

Abction III
INSTRUCTIONAL AFFAIRS

A. The Dean of the College 2

Under the immediate supervision of the President, the Dean of the
College:

I. Oversees and'is generally responsible fqr the instructional program
of the college.

2. Assists in interviewing and recommending faculty personnel.

3. ptablishes registration Rrocedures with the cooperation of the Dean
tudent Affairs, the Associate Dean of Instruction, and the Registrar.

4
4. Molds individual and group conferences pn teachingvproblems and
procedures. -

-01r.-
.

5. Acts ex-officio on all,facu ty curriculum committees and administers
curriculum changes approved by-the facUlty,'administration and Board ()ilk

.

Trustees. . 1 .

,

4
6. Presides at assemblies and other college ftnctions in the absence of
the President and has college -wide authority in the President's absence
or in such areas-as the President may further designate. #

7. Assists in the organization and administration of-in-servicedevelop-
mental dativitie? for the faculty. .

8. Assists insecuring instructional materials and 'Supplies..
emb

-9. Is responsible for'the administration of attendance at classed and
assemblies and of the gradifig and warnirvystem.

10. Represents the college An a number of. the University System councils
and.committees.

B. The Associate Dean of Instruction

Reporting to the Dean of the College, the.Associate Dean of Instruction:

1. Develbps the; sChedule of classes and assignment of faculty members :
in. cooperation with department heads. L-N.,.1 .

7"-

2. Supervises collhterally with the Dean of the College' classroom in-.
struction, particularly new faculty. . .

. . .

.
. - . .

. .
,

3. Analyses and reports on facAlty loads each semester, credits generated
,r

,,
,by departments, etc. e -7/

Rev. 7/1/74'
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4. Works coilaferally with the Dean of the College in advising under-
graduate students with respect to their programs.

5. Works corlatera4y with the Regfatrar in terms oe!student records
and regideration. .

6. Dev6lop9 undergraduate college catalog.

7. RePlesents the College-on a number ofIrersity,Pytem committees
which involve curricular improvement.

. .

.

. A 1

8. Encourages.faculty-researeh and, in conjungtion with the ASsisikant to
the Presidents maintains information and files on sources of.grant4funds.

9 - e- _ , c
1. 9. 'Works with other deans As the foundation agent in recommending,a

,

'few atudentsfor Danforth apd Other-foundation scholarships cohsideration

10. Assists the Dean of the College upon request in all aspects of the
Dean's work. Acts in the Dean'of the College's place when he/dhe is ab-
sent and when emergency ,situations arise connected With theinseructionall.
program. ,

6
.

. . .
.

.

C. The Associate Dean of Instruction and"Director of Graduate Studies

Reporting to the Dean' of the llege, the Absociatl, Dean of Instructipn.
and Director of Graduate Studs will asstme'the following reSponsibllitins.. .

. .

ti

6 4
. ' I

1. .Directs graduate degree an graduate non-degree programs (e.g.,,
teaching certification programs taken-ap.'non-degre9 graduate work).

2. Advises and wor

r
with graduate students in the design of their

initial programs. -

I

'3. Develops the ,college graduate catalog.

4. -Performs those collateral tapis"assigned by the Dean of theCollIge.

5. Coordinates the contract major (interdisciplinary studies) 'unfinF7

uate program and adlases students relative to that program.g-

D. Depaz1tmental Organization

1. A departmental organization, with chairmen appointed by the Ttesideni,
has e following objeCtivesc

a.-,gontiquous examination and imPiavement of instructio al offerings
withi?' thdNdepartment and in relation to ether departmen

B. Continuous evaluation of effectiveness of instructional techniguqs
Vo.by each member of theiRepartmentfwith.self-evaltiationrid.growth be-

ing the desired outcome.

Rev.1/2/76
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' 0

c. Balanced anid fair assignments of instructional,, administrative,
and advisory lbads within the bounds of practicality.,

,

$

- ,

d. Coordinated and well-documented presentations ofdepartmentai-
' plans and budgetary requiriments, through the department chairmen..

...

-

'S. Attraction, appointment, and aigignmentsg wellqualified ,
instructional staff members who ban work bonstructi4elyvith fellow

Y'staffworkers.

f. Clearly stated personnel pdlicies And'regulatfims concerning,work-
ing conditions and procedures.

. ,

,g. Effective interpretation of college philosophy, procedures,
policies, and potentials to all interested groups. 4.

Continuous examination and improvement of methods' of evaluating
and reporting student progre4.

2. In helping -tb realize these Objectives, the departmenechairmen.are (
given the authority to do the nebestiary coordinating, supervising, counsel-
ing, recommefiding, bfidgeting, requisitioning, etc., in order that their
department may operate as effectively as possible, within limits, of over-
all college policy.

--,

41 \

3. The department chairmen are members of' the Advisory4ouncil (see
Section I.) Th- parrent departments and their chairmen are;

. .

.,c_
Chairmanrtmen

Art
Business
Education
English
Foreign Languages
Mathematics

,Music
l'Philosophy4;
Physical Education
Psychology
Science
Social Science

Mary C. Taylor
Rege-AT-Bereme-- eq1-44/ 4;/-
Norton R. Bagley
Richard E. Saliderson
Madie W. Barrett
Eldwin A. Wixson
Earl Norwood
Robert E. O'Neill
Douglas. Wiseman.
William R. Wimsatts
Mark T. Sylvestre
David C. Switzer ArWve///ftriPA'e-!'01,

E. The Director of Continuing Education

Reporting to the Dean of the College, the Director of Continuing gdu-
cation plans, organizes, and directs the Summer Session, Evening Division,
and Interim programs. In addition, he is responsible for the overall
planning and administration of those conferences, workshops, and short
,courses which bring visitors to the campus.

11/-3
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F. The Diregtor of Student Teaching

He.isresponsible for the seiectionof competent supervising teachers in
cooperating schools of the State andkarranging for the placement of stu-

-\dent teachers with them. The Director makes periCdie visits to'cooperating
sdhools.and confers with the school authoritieS. He'superviseeand directs
the activities ofother college staff members assigned to field super-

_

vision of student teachers and coordinates the progrdins oflioff-campus
student teaching. He may have direct responsibility fob supervigion of
some student teachers. He also assists in recruitipg studentsin the
high schools and in placing graduates in'teachingpositions.

G." The College Librarian

The_College Librarian is responsible for the-organization and functionirig,
4 of the Lamson Library.

1. Library' Resources:

With a book collection of over 130,000 volumes, thefollede library
is maintained to provide library service for the entire dollege com-,
munity. The libiary,also subscribes to a wide spectrum of perio als
.and newspapers. Examples of other materials available in the libr
are curriculum laboratory'texts,,outlines, kits, machines, phonograph
records, filmloopS, slides, pictures, pamphlets, college catalogs,
microforis including a subscription to all ERIC documents. In addition
to a well- established collection of general reference works, index,
abstract and bibliography hot ings enable the college'community to
take advantage of 'the close cooperation among the three units of the
University of New Hampshire, member college libraries of the New
Hampshire College and University Council, and other'inter-library
loan sources throughout New Hampshire and elsewhere. Please refer to

'/ the Library Handbook, available in the library, for detailed infor&-
,tion describing the library poilection and the use of materials.

2. Reserve Bdoks:

a. Faculty members are urged to follow the suggestions of the ,

Public Services Librarian for selecting titles to be placed on re- '

serve and,tO cooperate in using the procedure established. Only
those titles from-which a definite assignment has been madb to an
entire clas16 should be,placed on reserve, and if such an assignment
is made, care should,be taken to ensure that tie library will b4
prepared to meet the requests.' If books are placed on reserve and
not used by students, other students are deprived of their use during
the period, howeirer, inadequate notice to thelibrary allows titles
to be borrowed in the normal way and thus many others needing them,
are denied their use.

b. At least TWO WEEKS notice mist be given in order to locate books
and retrieve those already in circulation. Forms to be used will be
placed in all faculty mailboxes before the beginning of each semester
and are always available upon request.
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x c. All faculty members are strongly iir ed to provide their students
with bibliographically correct lists f titles they have placed on
reserve. 'In addition, careful consideration should be given to the
borrowing period necessary to ensure reserve book being used more. .

judicious y. .Please read ,'the sectiOn on- reserve books in the Library
Handbook describing library use only, overnight, one-week, and three-

) day reserves. No deviation will be made from these four designations..
/

,

3. Requests for Purchase of Library Materials: .)

a. Suggestions from faculty members are welcomed and urged in order
to use the expertise of scholarship in building a quality library
collection. Request forms are available and'should be sent to the
Acquisitions Librarian for the purchase of.'all types of materials \

_available in the library. Please feel `free to discuss the collection
at any time with the College Librarian.

b. More detailed infOrmationof,concern to faculty members is
contained in the "Information for Faculty" section of the Library
Handbook.

The Director.of Media Services

The Director of Media Services is. responsible to the Dean ofd the College
for the, operation of the Media qervi s Production Laboratory, the media
services television facility, tH itructional media program, and as-
sociated media services..

1: instructional media progr is designed to provide equipment-
and services for the college face ty to use as ds in teaching,
and to demonstrate classrOom teaching aid potenti 1.

a. While-most college classrooms are equipped with screens and
overhead projectors, additional projection and audio equipment
such as filmstrip, moving picture, slide and film lbop projectors,
record players, and tape recorders are stored in equipment cabinets
in each classroom building, and are available to the faculty on a
short-term basis.

b. This equipment is controlled by the classroom building secretary,
who will provide the keys to equipment cabinets. The equipment is
also available to students for.class'use if the student produc a

slip signed by the responsible faculty, member.
.

1

.

c. If items are needed for an extended period of time, or special
equipment is needed, the equipment is available at the Media Services
Production Laboratory or the teleirision facility in Boyd Hall. This .

equipment is also available for student use upon written request by
the faculty member: --

V.
.

d. Production, televisi on, darkroom, and graphics facilities are
also available to faculty members, and.specialistiwill'asdist in
the use of these facilities and in the productian0 instructional , .
aids. % .

e. A specia multi-Rjedia installation is provided id Boyd Hall, Room
-120, for remote rear projection of slides, filmstrips, land motion

pictures, with special proVisiOns for reel-to-reel and cassette re-
cording and play-back.

III -5
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2. Media Services is also responsible for teaching courses in instructional\
media and presentations relating to the use of media in education for teach-
ing methods courses.

'

3. Associated media services include consultation with,staff and faculty
on media-related information and services: to include purchasing, design
of catalogs and pamphlets, identification cards, sound systems, closed
circuit and community cablateleVision. - -

- 4. In cooperation
Of material to be

° 5. Amplification

ulty.Hipdbook.

with. the Library,-assistance is
used on the remote access, dial

of these services is provided in

I. The Director of Computational Services

givenen in the protuction
in ormatton system.

the Media Services Fac-

1. The Director of ComPutationa06ervices:
.4a. Plans, administers and organizes computational services for the-
College.

b. Manages systems analysis and programming, data control, computer
center operations, and personnel.

c. Responsible for providing professional services for feasibility.
studies, systems analysis and design, and hardware and.Software.
'd. Interprets and applies college and university policies and objectives
regarding computing activitieS."

2. The DirIctor is responsible for the computational service activities and
for coordinating these activities within the College and with other'meM7
bers.of the University System, training and managing subordinates, report-
ing to upper management on data processing affairs, and dealing with per-.
sonnel,'administrative and opgrations problems. This position calls for
departmentalpolicy making, budget planning and control activities, eauip-
ment selection and overall organization and planning. for departmental
functions and needs. He/she has responsibility for evaluating new'tech-
nological advances, developing more efficient methods, 'and developing
managerial and technical talent in tfie staff.

J. Director of Academic Computing

1., As a member of the Business Department faculty, teach computer-oriented
courses or segments of courses.

11,

2. Aid in acquisition, development:or customizing material, for faculty who
are incorporating computer usage into their courses.

3. Contribute to-a program of short courses or workshops for training fac-
ulty and students in the use-of terminals and specialized software.

4. Produce or aid in the production of brochures, pamphlets, etq., to aid
in the instruction of computer use.

Members of the Faculty

The general responsibi lities of faculty member& are as enumerated below:,

1. The first responsibility of every individual faculty member at Plymouth,
State College includes the promotion of the welfare of the College

III-6
Rev...4 1/31/76.

C



as a whole, loyalty to its administration and otherfa lty members,
and exemplary conduct always in relatj.on to the student body. Friend-
liness on the Hart of faculty members toward'other.facultv member and
toward students is always desirable. This does not preclude the r
-and responsibility of faculty members to criticize on as objective a
basis as possible, piesent programs or ways of operation of the.C011eget
and to recommend improvements.

.

,

... \
.2. Each facApty member should feel thit he or she is a part of the 4,,tal
collele community: In.relationship with the public, the manner in which .

faculty members speak of the College and its program will help to deter-
mine the regard New Hampshire will have for the-College. . -

, A ) *s.......

3. In.connection with student discipline, each faculty Member,should
recognize that he/she bears some responsibility for good standards of be-
havior on the part of the student body. A faculty member noting an in-
fringement of the College rules, destruction of property, or.conduct,not
reflecting credit on the College, should ,speak quietly and unobtrusively
to the student concerned. Serious incidents should be reported to the
student personnel deans. Shared responsibility without "trouble hunting"
should be the'guiding'principle. A

11

4. For polibies pertaining to ga9ulty advising of the individual student
and those policies governing advising student organizations, see Para-
graphs E and'F, Section IV.

Mt

L. Sttfdent Grading and.Evaluation,

I. Letter Grades

The faculty has adopt d a letter system of final grades. A, B, C, D,
and F representleve s of achievement. The basis for determining a
grade is the relati e extent to which the student has achieved the ob-
jectives c&tiie cou se. Outstanding achievement of the objectives of
the course will be ymbolized by, a grade of A. Very good achievement
is symbolized by B. A grade of C represents fair performance. ,A grade

of D indicates the meetin? of the minimum requirements of a course. F is
a failing grade. A student should maintain a C average in order to re-
main as a student in good-standing in the College; In the event that a
student withdraws from college, the record should show "withdrawal" and
grade at time of withdrawal, if in class a sufficient length, of time to
so determine. If not, a W/X is recorded.

2. Incomplete

I

A grade of incomplete (IC) may be entered on a record at the discretion
of the course instructor when a 'student has not been able to complete the
requirements of a specific course. Conditions for the removal of the in-
complete will be determined by the course instructor in consultation with
the student. A student may, at'his or her discretion, elect to remove an
IC notation byreenrolling in the course in which the incomplete was re-
ceived, whether with the.same instructor or another, and CompletimPle
requirements of the course ,satisfactorily. There is no time limit wh-
in which a grade of IC must be eliminated from a student's 'transcript ex-
cept as imposed by the instructor. %

111-7
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d. The final, gradetroster should-be marked by the instructor as IC.

e. "Permission to-Grant Grade. of Incomplete" forms are available in
the Registrar's Office:

3. Pass=Not Pass Options

In, addition to activity courses for non-majors in Physical Education, a
`Student is allowed.totake a grand total of 18 credits from the.sopho-
more through the senior year on a "pass4 = "not pass" basis. Required'

. ,Courses in-the major field areexcluded, but not major field electives.
'Also,excluded from.the "pass" - "not pass" option are those profes-
sionaiNcodrses* (educational*requirements) for students in teacher prepi-
ratibn. -

A student desiring to.take a course on a '!passyl = "not pass" basis
must notify the Registrar. Under present policy, the Lnstructor may.
discuss the matter with the student, but should not be inforted of the
student's final decisiom The Registrar will signify a.passing grade
on the grade reports for those students who.havedbtaineda 9)" or
better in courses taken on the "pass" - "not pass". basis

1 4. Scholastic Warnings

a. A system of scholastic warnings is used as a means of informing the
student'that his academic progress is unsatisfactory. All grades below
C are reported. Warnings may be submitted'in cases in which the in-
structor feels that a*student is not achieving the success that he
should. In general, these are issued at mid-semester, but they may be
`submitted A any time. It is not good public relations to fail a stu-.
dent without prior warning to that student and his advigor.

b. The warning consists of the academic standing of the student in a
course With the reasons for his grade presented by the instructor.
Copies are sent to the student and his advisor. The student may be r
quired to consult with his instructor-and advisor,,and the responsi li-

ty for the improvement of his wqrk rests with the student. The ad isor
is requested to make a note of the conference with plans for imp ve-
ment on the back of the warning slip. All mernings.should, be returned
to the office.of the Registrar. -(For the policies pertaining to
faculty advising of the individual student, see Section rv,

5. Removing Course Deficiencies

If a student hag failed a.required course, it should
first semester that it is subsequently offered.- Any
a course may repeat that course anytime prior to gr
credits and grade points will be deleted from his
but the grade with a line drawn or marked throug it
and the repeated course will be added.

Rev. 7/1/74
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6. Graduate Evaluationg

.At the end of each semester, faculty Members will evaluate the work
of,each graduatq student in his class,. Evaluations,are.mader on forms

provided with the grade report sheet, and are submitted to theReois7
tray along with the grade report sheet. A-4, P- Vt-cichicti5 -57711°;17-j, )
grg c/. et, /1 fp I- Mali rGy) e /lc I e.) e '740 .°Pe 1,X VI c7-1

7. Sttdent Record Entries ?

a. Since a'single letter grade does not tell the whole storyOf a
semester's achievement, faculty members are encoutaged to file Memo-
randa regarding the accomp1ishments,of students in the studentper-
sonnel folders. Conferences with students concerning the evaluations
made of their achievement are aldo-encouraged.

b. Standardized test results, attendance records> anecdotal reports
from faculty members, and oihei,data become a part of a student's
record and are usdd to help determine his success.in achieving the,ob-,
jectiyes of the college'.

Q. ,Final ExaminatiOns 10 Grades,

.

a. Although a final examination period is provided at the end of each
semester, it is notandatory for an instructor to give a final exam-
ination. Since the final examination period was instituted because of
a large faculty.vote in its favor, an instructor should weigh carefully
a decision not ,to give a final examination. If he' does not give a
final examination he is expected to meet his class and plan a worth-
while actitrity,44 the class during the final examination period.

0'. 4
,b. Final grades should not be given by individual faculty members t
students prior to submitting them to. the Registrar. Final grade re-
ports are to be giyen only via the grade report forM which comes from
the Registrar's office. The Registrar will mail grade reportg to stu-
dents as quickly as possible. To facilitate this mailing, the Regis-
trar's office will refuse to announce grades in answer to telephoned
or personal inquiries.

9. Ending of College Year.
(

a. Because a confirmed list of seniors must be approved by the Board
of Trustees, invitations sent, honor grades computed, and lists of
graduates printed final grades for seniors must be turnepin three
days prior to Commencement.

f

b. As maximum crass attendance is particularly desired during thelast
month of the college year, all off-campus activities of groups sched-
uled during the day should cease during this period with the e.;:clption
of the necessary scheduled sports.

c. For policies on field trips planned for the last month of the Col-
lege year, see Paragraph K, this section.

Rev. 7/1/74
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10. Recording and AdMinistering Student Attendance

a. It is the respOnsibility of'all studenti to maintain satisfactory
class.attendance: The student is urged to recognizethe importance of
bis participation in class activities, and to become aware that las
achievement ancl preparation may be jeopardized by his frequent ab-
sence. Onlets otherwise stated in this policy, it is the option of
the instructor to determine the attendance-policy for his classes tend
to decide when be will allow students to make up pottions or all, of
the work missed; however, in the caseof college-sponsored activiity
absences, students will be allowed to make up such poiiions of work
missed asothe instructor deems feasible.

b. Student teachers are subject to the same attendance rules as the
regularly emplwed tupervising teachersvwithin the bounds of the
college calendar: Absencesbeause of siCknessof the individual
himself or his family can be excused by the principal or suPerin-'

'ten4ent:of schdols. Absences for=pther causes will have to be agreed
,,uponsjoinfly by principal or sUper;ptendent and ihecollege'Director
,of Student

VP

Teaching. -.4 =

. c. Since freshmensometimes expeftence difficulty in meeting standards
those who receive two or more D or F warnings-during either semester
e strongly encouraged to attend all classes during the remainder of

the semester in which the warnings are4eceived. The Registrar will
furnish department chairmen, with a list of freshmen receiving two or ,

rare D or F warnings, and they will circulate the list to appropriate
lacultvmembers. The faculty are requested to notify the Dean of the
College of any-subsequent *excused abseqceson the part of these stu-
dents. Faculty members will take,ateendance of such freshmen and re7°
port the numbpr of. their absences to the Registrar on the grade report
sheets at the 'end o the semester._

11. College Level Examination for Credit-

iP

A student may examine out of upcto thirty semester hours of courses
with credit subje4!t to the decision of the department with the con-
sent of an instrational dean. To do this, he must petition the
chairman e department offering the course and the department
shall 8e ect or prepare a test satisfactory"to that department.

e dep atment shall determine the standards for successful completion
xamjrnation and the-department's chairman shall certify the

it to an.instructional dean. When department or other college
onnel prepare or administer the examination' a feel of $5.06 per

co se credit hour will be charged, payable in advances If the credit
be granted is not included as part of a student's. regular course
ollment, a fee of $10.00 per credit hour will be charged subsequent

to e successful completion of the examination, but prior to the

/..,2 V'e-7 paa e, e*7 .1---C7-44 ter-A. "kir fil't '6- 7""4 4.4*"...14" °C/.. 6 7d6711.7
gr t of the credits.

p, '5?
. Faculty Att ndance policies

1. Classes and Committee Meetings.
A
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left a. Staff members are expected to. e present and on time for their.
obligatione in meeting classes and Atte:ging committee meetings. In

case of unavoidable absence from or delay in geVting to class, the
department chairman and'the Dean, of the College should be notified,
if possible, so that some.substitute arrangement can be made for the
class.

b. When an instructor has permission to be absent from campus durkm
V a regularly scheduled crass time, Iva-should insurethat the department

chairman and Dean of the College have been informed and that suitable
arrangements for the Blass have been made. Each faculty member should
establish clash assignments darli in the semester to insure that the
class can continue to meet hnd function even in his emergency absence.

4

c. In addition to the above procedure, each faculty member will com-
ply with ,the following:

. , .

(1) frediately upon return to duty following an illness; obtain
an Application for Leave form from the secretary Of the Dean of
the College.

(2) Complete the form and dubmi it to the Dean of the College
Ammediatply.

(3) For purpose IF determining length of time for sick leave, the
following examples are offered:

(a). absent from college all day, but scheduled for
classes in either the forenoon or afternoon - 1/2 day
sick leave

(b) absent from college all day, and scheduled for one or
more classes or laboratories in ttie_forenoon and afternOon
1 day sick leave , Ilk

(c) illness for any part of a day when classes are not..
scheduled - no sick leave

2. 'Meetings of the Faculty

Li

As a general rule, meetings of the faculty are held at 3:30 p.m. the
first Wednesday-of each month. Faculty members should place, this

'Each college faculty member is expected to be in his office at least

door and a copy, Of the'schedule gimato the Dean of the College.
ere. A schedule ofthese hours should be posted on or near the office

FOLuity ")1074/ 00, See e c v r-e 'to libeen 1,A 042 h

four hours weekly for consultation with Students, advisees, and oth-

since it is important that all members be,inicittendtre. Pot- 6:n0

.

0.
Obligation on' their calendars and avoid conflicts with this date

3. Faculty Office Hours

Rev. 7/1/74
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4.. Commencement and All-College ConTations

All faculty Members participate in the Commencement ceremony, the
Last Convocation, and other scheduled all college convocations.

S. r Convocation Programsfr.
4

.

ach year the
varied aims.
further vario
to, attend al

V,
6. Participation

college schedules a series -of special convocations with
ome are educational, some are entertaining, anci,spme

.

campus interests. Students and faculty are encoilraged'
convocations. : 1

7..0;

in College Activities

FaCulty members are encoluraged to attend the various activities of
the college, such as dramatic performances, cdncerts, lectures, and*,
athletic contests. Because the college JO seeking to develop' a
broadly'interested and informed student body, it is highly deSirable
that faculty.memhers.demonstrate a similar interest, both in the stu-
dents and in their social and cultural activities. Attendance for
staff.ma:mbers and, families' most college events, unless it is a spe-
cial fund raising benefit performance, is without charge. Identifica-
tion cards for family members may.bellsecured from the Administrative
Assistant for Business.

N. Field Trips,

9 --
1. .Approval for field trips should be secured from both the department
chairman-and-the Dean of t .C011ege., The instructor is asked to turn in
to the Registrar at least hree days in advance of the trip, an alphabetical
list of the names of studen who are to be absent, the date and time:of
the trip, the person in.charge, and the'destination. Copies of this list
will be made by the Registrar's office and sent to classroom buildings for
posting. Arrangements for transportation and travel expenses must be made
at the Business Offide-well in advance of the'scheduled trip. The in-!
structoTailOa contact the Food Service Manager well in advance concerning
plans for feeding the group.

54I

2. It is not desirable to schedule,field trips two weeks bekore-final'
examinations; however, the Dean of the College may graft permission' during
these times if he and the department chairman deem the trip a valuable edu-
rational experience for the student.

a. en an educational trip for a class is approved by the Dean of the
College, college will pay the necessary costs. When individuals or
groups are selected to represent the college on official trips, such as
varsity teams, music or dramatic groups, delegates to conventions, etc., the
college will pay the necessary costs. When voluntary groups, clubs, etc.,
plan and carry out trips, it shall be at the expense of the individuals go
ing'or the group authorizing the trip as a group activity. If college cars
or busses are available for such trips and are authorized for use, the group
shall be charged on a.mileage basis for such use.

Riv. 7/1/74
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Faculty Evaluation /a: Students

New faculty members .are urged tepontact their department"Ohairman foe
copies of the forms for student evaluation ofindividual faculty members.gee Enaos c'Re 3 . 7'0 '9,61 e A 404 CI.. (- k//A-Sj

P. Continuing Education Policies

1. Extension

In'providing,extension courses, the collage ie.attempting to respond to
requests and perform service-for those who seek further education. In-

. struction,is offered only'where need is demonstrated and where our re-
sources permit. The following policies are involved in conducting such
extension 9fferingsi

a. A faculty member interested in teaching extension courses should,
do inform his department chairman and phe Director''of Continuing Edur-

. cation in writing, listing the Courses which might be offered. The
Director of Continuing Education will make the final decision on in-
structors and courses to be offereat

b. Periodically, a questionnaire is sent to superintendents and prin-
cipals to determine teacher needs for instruction; A list,of,possible
Olferings is then prepared on the basis of need by geographical area.

c. Usually, extension Course assignments should be, part of'an in-
strpEtor's normal road, but occasionally because of staff-shgetaqes,
they must be handled on'an overload basis.

d. In most cases, faculty members will not be permitted to conduct
more than one extension course in a semester on an oVerlbad basis.

e. simply because a course is offered in the continuing EdOcation
Catalog does not mean that the course will cohtinue. The initial
meeting or continuation of any extension course is contingent upon
adequate paid enrollments. Occasionally, for reasons deemed valid
by the Ditector of Continuing Education}, a course which -does not
have the minimum enrollment may be continued.

The final decision as to whether or not a course will be offered
or.continued, rests with the Director of Continuing Education and his
superiors.

g. Nornially, regular full-time student will not take extension
courses. In some special,cases, however, perMission to enroll in ex's
tension may be granted by an' instructional dean who will also de-
termine the method of payment for the course.

h. Transportation of the instructor to off-campus sites will usually
be accomplished in college-owned vehicles. Arrantments for use of
college cars should be made through the secretary ,f the maintenance
department. If it is decesory to.use a private vehicle, the usual,
mileage allowance will be made.

Rev. 7/1/74
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.

i..Extension courses will normally betconducted id the late after-
Moon or evening. Thie-determination involves:. (a). desires of, the
,group, (b) aydllebiliiy of instructorv'(c) regulartollege oblige-
tiohs of inetructor, e.g., faculty meetings, coodittee'meetings,
coaching, scheduled.classes, etc.

When the time of meeting, including transportation time, includes
the normal meal hour,.meal allowance covering actual expense,'not to
exceed $3.50 for lunch or'$5.00 for dinner may be authorized.

j. Continuing Education classes willmeet-a imumof 15 hours for .

each-hour of credit. "Doubt -up" of teas ns On the .same day is
not desirable.. The current Coniinuidg Educ tiOn Catalog sbould:be
consulted to determine fees and whether or n t both graduate and -

undergraduate credit may' be earned. .

r
k. Grading 'the work of extension Oodrse,students should be on the
save basis as that employed on campus with full-time itvdents,and
deadlines for grades are the same.'. (See Paragraph I, this Section.).
Adequate provision should be made for graduate students to demonstrate ibr
the high levelOf work which is normally expected ft this level.

1. Registration information will be made available by the Registrar.
prior to the first meeting of the class.

' .

m. Questions relative ed the extension'serVice of the eollegei.should
be. referred to the Director of Continuing Education. Individual in-
structors should be especially careful that requests for courses are
referred to the Director of Continuing EducatiOn and'that such re-
quests arise,frOm inteiested'potential students or froM'a nistra=
tors without suggestions from the instructor concerned.

n. Payment for courses will be announced in advance of contract
sighing.

2. Summer Seisions

'`
a

a. Summer session offerings are planned and offered on, much the same
basis as extefisioncourses. Presently, summer sessions must be self-
supporting and employment of regular college faculty members will de-
pend upon the need for their services, their availability, and their
,competence in the offerings involved.

I
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A. Experimental,tours° Franchise

1. Dgirdtionpf the EXperimeneal Course
f

t

The.College Curriculum Committee, under the experimental course
franchise;,sponsors an experimental curse thrpugh its first of-
fering without a regular preview by the Committee. Instead, the ;

Committee examines the course merits- in a review upon the close
of the course, The procedbre requires-that a professor,.A chairman,

and a dean act in/behalf ofr'the Curriculqm Committee in, evaluating
and endorsing an experimental course proposal, at the same time

identifying the pourse as one whicli falls within the domainof-the-
o experimental course franchise. An experimental course may be one'

which lies outside the area of 'an already established course, either

in terms of perspective, subject matter, or audience. ,

2. The Experimental Course Proposal Form

An experimental course proposal'must be submitted for each offering

of an eperimental.course. The form presents titles description,
audience;,.,and instruments to be employed in the offering of the

course.. Additional data such as registration, as well as historical,

and fiscal.resource information, are provided along with gridOrsements

by a profesaer, chairman, anedean.

3. Timetable

An experimental'courae may be approved for offering no later than

two weeks prior to preregistration for 'a regular term in which the

course would be offered. Offerings of the Division of Continuing
Education may require some adjUbtment in,this schedule. An evalua-

tion is conducted during the offering, and an experimental Course re-

port is presented aefhe first Currichlum Committee meeting following

the course.

O. Evaluation

The professor is required to evaluate the experimental offering as
A course rather than'as a teaching performance, using instruments

defined bythe Committee along with any other evaluation methods

selected by the professor. The professor digests these evaluationit

and 'then transmits' his/her recommendation to the department chairman

on the experimental course report. This report is published by the

divisional reprAsentative at a meeting of the Curriculum Committee. The

Committee then makes its recommendations according to Paragraph 6 below.

5. Reporting.

In using the experimental franchise, the professor incurs a responsi-

bility to report through his/her divisional representative, the outcome

of the experiment. For this purpose, the Experimental Course Report is

used. The form digests reactions of students, professor, and chairman.

III-14a,
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The ri must be presented to the. Curriculum Committee in jte.first
mee ing following the_clos0e-the course:'whereupon the Curriculum.
Co ttee may makdSne of the four recommendetiodb listedid 6 bel.°W, ,

sub ct to a traditfonal review by the fadUlty and.the adminiAtratione,

A lo of experimental courses identifying those 'thus far reported .,

1.

and. ose still to be'reported4'is miintained by the Registrar.of,Ithe
v. 4 %

4 .
. r

6. Possible Recommendate ns -lb .

..
-, .

,

,
-The CurrieUlu&Compittee'may make

\
one of the following four recommend*

tions subject to,the ordinary, review Of the'ficulty'and,admin4ti4f6n.
'

,

4.,Continue the,initial experimedtal course through ,second
explriMental offering, with til'e time for that second offering

,,speciffed;.

b: Convert the course from its experimental status to that of a
regular offering of the Day Division. This option wonlck:reguire
a new course proposal specifying, for example, a echedule of semester
alternations;

,.
,.

c. Convert the course from an experimental:Off ng to a non-listed
offering of the Division of Continuing Educati9.

4
d: Conclude the experiment with Sue recognition tO1/4the faculty member
for innovative; exploration.

College.7,
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Section IV'
STUDENT APPA/RS

A. The Dean of Student Affairs

testudent personnel program is directed by the Dean of Student Affairt
thA faculty members may be familiar with the services rendered by

this office, the responsibilities of the, Dean are enumerated below: TO

1. Assists in selection and recruitment of degree candidates. Is
responsible for admissions procedures. within policies set up by the
BOard of Trustees while delegating the operation of the Admissions
(Mice to the 14eotor of Admissions.

711,'

2.. Is responsible for registration procedures and the maintenance of
records while delegating the operation of the office to the Registrar.

3. Is responsible for the new student orientation program.

4. Organlzes and directs a student personnel program in which each
.student is assigned a faculty member to"serve as his 'advisor.

5. Assists faculty advisors in becoming more competent in this role.

6. Supervises the work and programs of the Dean of,Men and the Dean
of Women. o .

7. Works with students referred from any source, and is available to
all who seek pr need the assistance that can be given by a skilled
guidance specialist.

8. Directs guidance, and testing activities sponsored by the college.

9. Confers with parents regarding the adjustment of students at the
college.

10. Worksiwith dormitory superVisors, college physic' and nurses,
and security, officers in the promotion of the general healthtend wel-
fare of studelts at the college. I

11. Directs the financial assistance program, including requests for
scholarships, grants, loans, and part-time employment.

t,4

AZ12.,Is responsible for the placement program to serve studentb, gradu-
ates, and employers while delegating the operation of the office to
the Director of Careet Counseling and Placement.

13. Is in general charge of standards of conduct for and discipline
of students.

14.'PrOvides administrative direction and supervision for campus secu-
rity officers in pafeguarding college property and personnel.

15. Serves as ex-officio advisor to the Student Se6,t1C-'-'
4
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B. Associate Dean of Strident Affairs

A primary function of the Associate Deah is to direct and coordinate
the college lousing program, including the supervision of all residenc4
ball staff personnel. Under the supervision of the Dean of Student Af-
fairs, the dean enforces college rules and regulations,in conjunction
with the college judiciary system. This individual's responsibilities
involve counseling and advising students on both an individual and
group basis. The dean maintains pertinent records and conducts ap-

- propriate.research to assure"bperational effeptiveness. Other ad hoc
and continuing responsibilities must be assumed which appear to best
serve the college community.-

C. The Registrar

1. The Registrar, maintains all student personnel 'records and issues
transcripts.. Grade report sheets/ anecdotal reports, rating scales,
attendance reports, graduate evaluations, etc., are filed in this office.

All student record folders must remain in the administration build7
ing and must be obtained from and returned to the Registrar. Their conk

' tents should be treated with the highest degree of confidence expected of
a professional person.

11/

D. The Directorof Admissions

. '

The Director of Adm issions has the immediate responsibility fok all
admissions to the College,, and has the major responsibility for the
'recruitment prograin.- He/she is also the American Testing Supervisor.
.He /she. works with foreign, students as governmental liaison.

E. The Director of theiCollege Union

The Director has immediate responsibility for the operation and super-
vision of the College Union. The Director also provides the adminiStra-
tive coordination and planning for student activities and cultural pro-
gramming and serves as ex-officio4advisor to various programming
organizations. ,

I

F.: The Director of Career Counseling and Placement

The Director of Career Counseling and Placement has responsibility for
providing continuing assistance to students throughout their years at
Plymouth in making the transition from college to professional employ-
ment by counseling and advising with career decisions. Directs place-
ment operation, assists students with part-time and summer employment,
and coordinates the New Student Orientation Program.

Rev. 8/1/75
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1.-fr: Faculty Advisors to the Individual Student
f

1. Most members of the College faculty will be asked to,serve as fad-
ulty advisors, and the success of the student personnel program hinges
on the extent to which these faculty advisors'carry out their responsi-
bilities. In general, it is the task of the faculty advisor to help the
student to relate his academic experience to his personal needs and po-
tentialities. The following list of responsibilities suggests some of
the functions an advisor should perform:

a. Registration and Program lanning:

,

(1) To help the stude feel welcome andto take his place
in college life.

p

(2) 1;6 esleblish a basis of contact with the student upon'
which. personnel procedures may be developed.

#

(3) To, give general informations,relativJto college life and
college prOblems.

(4) To be certain that the student is familiar with proce-
dures and regulations relative to curricula offered, require-
ments for graduation, required courses and electives, content
and values of specific courses.

(5) To assist the student in completing the routine of.
registratiT.

b. Scholastic Adjustment

(1) To`discuss with the student his reasons and purposes in
attending college.-

(2) To reconcile this college and its offerings with the still-
.dent in terms of his abilities, needs and interests.

(3) To assist the student in evaluation of his scholastic
strengths ansi weaknesses and plans for improvement.

(4): To analyze with the student his personal efficiency in
study with attention to individual energy and health.

(5) To use available resources to, discover the character and
quality of the Updent's scholastic achievement in relation to
his mental ebillEk.

2. In addition to advising on program planning and scholastic adjust-
ment, advisors may be sought out by'students and asked to provide counsel ,

on personal matters. In the following areas he may furnish advice and
assistance from his knowledge and experiences-may coordinate with the
office of the Dean of Student Affairs, or may refer students needing
special assistance to the appropriate administrator.

rev.7/1/74

IV-3

29

3



e

a

a

. .
a. Health Adjustment:

(1) To encourage and assist the student in observing and main-
taining good mental and physical health.

(2) To observe the' gerie;a1 tone of the student's'energy and
vitality. To use the faculty and staff resourceli for esti-
mates of student's balance of physical and mental health.

(3) To .call the attentio of the student to available health
serviced, such as physicia4, nurse and infirmary services, funds
for dental and medical assistance, etc., when the student appears'
to be overlooking these services.

b. Social Adjustment:

J.

(1) To assist the student tn making wise and sufficient selec-
tion of suitable, activities in line with his abilities and
interests. To encourage the student to give his support tb
worthy and interesting programs for the social good.

.

(2) To identify, prevent, or remedy the social maladjustment
of the Student through conferences, observation, and use of
previous recordt.

(3) To discuss with the student the regUlations concerning
college living when the student seems unaware of or
toward the code of conduct demanded for happy group living.

(4) To develop in the student an appreciation of the dignity
of the individual.

(5) To use available resources as a means of understanding and
helping the, individual to meet problems of social relationships
in the classroom, in the dormitory, with friends and family.

c. Financial Adjustment:

(1) To assist those students needing financial help to analyze
their financial obligations and responsibilities.

(2) To assist eligible students in filing applications for
scholarships and for student loans.

(3) To indicate avenues of gainful employment known to the
counselor that may be open to the counselee including work
opportunities at the college.

3.' Each advisor is requested to consult with and contribute to the per-
sonnel folders of his counselees. A record of pertinent facts obtained
during interviews should be filed in the student's folder.

0
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Faculty Advisors to Student Organizations

As student' membership
sumed to be,a part of
are expected to assume
organizatio*

1. General Pblicies

in the various student organizations'may be
the overall, educational process, faCulty members
their fair share of officially advising these

.

X
a. P student' activity should measure up as a-group activity in the
development of good citizenship. and of other worthwhile values for

. the persons participating init. Many out -of -class activities are
student activities, which are initiated in that they are determined
and planned by the students with the assistance of interested faculty
members.

b. All organizations and activities are supervised by the college.
and are subject to college control as to activities and budget. As
the President of the College is iesponsible for its. administration,
he has the power to vete any proposal of any college organization. .

2. Selection of Organizational Advisors

,Student Organizations submit the names of two faCulty 'members as prospec-
tive advisors to the President of the College. The selection resWwith.
the President, after discussion with the nominees, and assignment ie.made
on the basis of interest, class load, and other responsibilities. Advisors
should attend all functions of their group free of charge.

3. Duties of Organizational Advisors

a. To consult with the President on the background and development
of the activity for the purpose of gathering all pertinent informa-
tion about the organization and to keep the President informed.of
the program and plans of the organization.

b. 'o'be present at all meetings -Whenever possible and to expect
that he will be notified of meetings.

.c. To see that the place of meeting, or that any event is registered
and cleared in the,office of the College Union Director at least seven
days prior to the event.

d. To make clear to the organization the regulations concerning
lights, equipment, "no smoking", etc., as they applyan specific
buildings and rooms. This information maybe obtained from.the
Director of the College Union, Business Manager, or the custodian.

e. To keep careful supervision of all business activities so that
the organization remains financially 'solvent and that it follows
the uniform system of accounting used in the college. The business
office will explain the procedures to be followed in drawing on the
funds or in payment of bills. No organization may maintain a

Rev. 7/1/74
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separateliccount,at etbank, but,shotdd deposit funds in the Student
Activities account in the business office. As a general rule, no
petty cash fund in excess. of $10 should be'held by any Student or-
ganization treasurer. No advisor to a studentorganitation should
sign for, or authorize the sending of advance payments to individuals;
agents, or groups hired to furnish talent or entertainment. Any
exceptiSnto this should be authorized onlyiby the Business Manager
or the President.'

f.'To become fapiliair with student regulations; dormitoty,houri',
,

etc.; as found in the Student Handbook. Any additional questions
should be referred to the appropriate administrator.

g. To follow through on the responsibilities and obligations which
have been,dilegated to students` to see that they have Lean satAs-
factorilycleared.

4. Standards.of Behavior

a. It is assumed that college studebts will maintain standards of
behavior which are acceptable in the college and in the community.
The faculty advisor is responsible for the general behavibi of the
organization and should make clear to the grotip and individuals
what is expected.

4
b. Any major departure from previous practice or program should
be discussed with the President of the College before the organiza-
tion takes definite action.

5. Scheduling of Events by Student Organizations.

a. Any officially recognized college organization may schedule an
activity at any time within reasonable college hours.: Reservations
and charges are based upon the criteria listed in Paragraph J.,
Section VI. Requests are generally granted, provided suitable Opace
is available, the event does not interfere with an all-college event
or scheduled classes or with the reasonable activities of the college
as an academic institution, and no extraordinary danger of damage
to persons or property seems evident.

b. Clearance of such events must be secured from:

(1) Faculty advisor
(2) Director of the College Union, if a social event is involved
(3) 'Business Manager for cost of facility
(4) Food Service Manager for related food service

6. Chaperons

a. Social affairs must be chaperoned by;two faculty members ,and/or
special police. Dances held at Silver or Speare Halls require at
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least one special policeman.on duty in addition to chaperons. If

chaperons are not available, a student chairman may substitute; how-
ever, the student chairman is charged with the overall responsibility
for the social event.

b. Any perms creating a disturbance should be spoken to and, if
necessary, asked to leave. In certain cases, the preservation of
order may require police action in accordance with the provisions
of the Student Handbook.

C. Failure to obtain proper coverage may result in the cancellation
of the proposed social event.

Rev. 7/1/74
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Section V

r sir

_ EXTERNAL AFFAIRS

A. ,,The Asaistant\to the President

Under the immediate supervision of the President, this individual has
general responsibility for those external affairs enumerated in this
section. Re:

1. Monitors and coordinates college developmental activities to
include supervising the efforts of the Director of Public Relations
and the Alumni Eftecutive.Secretary.

2. Performs or coordinates designated institution 1 research, long
range planning, and special public relations efforts..

3. codrdinates the planning'and implementation of'annual and special.
fund drives.

4. Assists the President in the preparation of special correspondence,
surveys, and projects.

5. In conjunction width the Associate Dean of Instruction, maintains
information on sources of grant funds.

6. Advises and assists faculty members in the preparation of proposals
for federal and private research and special project funda. All proposals
for external support will be protested through this office, and assistance

will be provided in the preparation of budgets and the determination of
indirect cost data.

B. The Director of Public Relations

Uhder the direction of the Assistant to the President, this individial
is primarily responsible for communicating and explaining the role and
functions of the college in order to maintain and increase its support by
the public. In accomplishing these objectives he:

1. Coordinates and consults with administrative officers, department
chairmen, and individual faculty members to keep abreast of new develop-
mppts and to insure the most reasonable-and balanced' news coverage pop-
:able for all elements of the college.

2. writes, edits, and dibtributes materials in news form; assists
departments and sections in planning and effecting their own promotional
events.

3. Provides' journalistic photo coverage, specifically tailored to the
requirements of appropriate news media.

4. Provides editorial, photo, and graphics advice and assistance to
the 93ditors of other college and departmental publications.
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C. The Alumni Executive Secretary

Under the direction of the Assistant to the President, and responsiVelL
'the Plymouth State College Alumni Association's Board of Directore, the
Executive Secretary is charged with implementing the policies and programs
of the Association. In conducting Alutni Affairs, he is fully concerned
with developing thebest interests of the college and'its interdependent
affiliate. He

1. Monitors and assists in the Alumni fund drive.
2. Maintains Alumni r4corde.
3. Coordinates annual elections.
4. Prepares the-Asetciation's budget.
5. Accounts for all monies receitred and disbursed by t e Association.
6. Publishes and edits the Alumni quarterly: "Connin Tower Gleanings"

and periddically publishes the Alumni Newsletter.
7. Arranges for reunions and homecomings.
8. Works with students, and particularly the senior clasd, to develop

awareness of the Alumni Association, its functions, and its need for
o continued support./

Rev. 7/1/7 4

V`

V-2

I



IML

BUSINESS AFFAIRS
§ection 97

A. The Business Manager

a. The Business Managerii responsible to the President for:

I. Physical Plant Operation and Maintenance
2. Purchasing.
3. Food Service Operations
4. Non-Academic Personnel Operations
5. Bookstore Operations ,

'6. Summer Conventions and Conferences
7: Land Acquisitions and Negotiations
8. Budget Preparations and Financial Allocations
9. Monitoring cash receipts and disbursements

I

B. Duties of the Superintendent of Buildings and Grounds
.4.

. N

q- -1, Under the general direction of the Business Manager, maintains the
) plant endequiptene og the college.

. ft

2. Maintains and assigns college vehicles for travel.

3. Within the bounds of regularly established policy,, attends to
requests for emergency repairs of services for established college

'functions. Material alterations in structures or equipment which involves
long term policy or considerable sums of money must be preViously cleared'
by the Business Manager.

C. Duties of the Administrative Assistant for Business

.0"
1. Maintains personnel records, prepare payrolls, both staff and
student, and distribute payroll checks. All faculty members should
be sure to give him withholding slips for tax purposes, proof of birth
date for retirement purposes, and desired deductions from pay check for
various. insurance or other benefits.

2. Issues identification cards, parking permits, etc., to college staff.

3. Receives reports of injuries to employees as soon'as possible follow-
ing the injury.

4. Assists in budgeting and accounting procedures.

D. Duties of the Bursar's Office

Receives and accounts for all'monies fOr tuition, room, board, activity
, fees, and other college receipts which are not from student activity

sources.

E. Faculty Assistance in Budget Preparation

1. Department Chairmen and individual Faculty members will be asked to
assist in preparing estimates for instructionalltems to be included in
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the biennial budget. Thus, all concerned with the acquisition of equip-

ment and supplies should collect materials relatinglto materials they 11

anticipate needing so that they will have a basis for making an es imate

of the costs for the two-year period' covered by each budget.

2. While an effort will be made to have some leeway in the budget for

unanticipated needs, major items must be included in'the biennial budget

or no appropriations are made for suck items and n0 funds are available

for their purchase.,
-94

3. The budget is prepared n the spring of even -numbered years. The

Business Manager will requ t'data from faculty members relating to

eiheir,e Ipment needs'at that time. These rObluests will be consolidated

and coo dinated through department chairmen.

F. Requisitions for Supplies

1. The bulk of school supplies is orderedin an annual order and

requisitions for this order are due on June 1 from each department
desiring supplies. Delivery can be expected by September 1. Normally,

-a full year's needs (inciuding summer sessions) should be anticipated

and ordered.

2. These requisitions should list the item alphabetically, with full
ti

description, and unit and total costs. The standard requisition form

available in the business office should be used in duplicate and4de-

.partment chairmen should furnish a consolidated requisition for their

departments. Annual'and supplemented requisitions should be left in

the Business Manager's mailboX in the administration office.

G. BookstWe Requisitions and Policies '

1. The Plymouth-State College Bookstore is operated for the institution

by a concessionaire, Campus Stores of.Mapsachusetts, Inc. The college

Business Manager has supervisory responsibility over the store,Thandles

all official negotiations, and works closely with the management on all

operating policies and matters.

2.1=b Bookstore provides all textbooks and materials for course re,-

quirement in accordance with the procedures Outlined-below. It stocks

college-related merchandise, jewelry, physical education equipment,

college-imprinted items, art supplies, room accessories, class rings,'etc

rt will handle special orders for all faculty, staff, and students.

' 3. A11 approved and supplemental book requisitions will be prepared in

* j duplicate by individual faculty members on forms available in the

111).4. .Bookstore and the administration building and submitted to the department

chairman for approval and forwarding to the Bookstore Manager. Annual

requisitions will be submitted according to the following schedule:

For use in the first semester' - by end of preceding college year

For use in the seciald semester - by 06ceding Novembei 1

For use in summer session - by preceding-May (to Assoc. Dean)
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4. To assist the'Bookstore Manager in determining thenumber of books

to order, all book requisitions are to be-designated in oneof the fol

lOWing categories:

a. Required -,A text whicb includes material for which the student

'
will be held responsible: -Next will be stressed by the instructor
as the basic work around hick thepcourse is structured. -

ei:1
CA4

. % .

b. Recommended - Suppl Itary or suggested readings, some portions
for which 'the student matte held responsible.

BibliographyBibliography - One or more texts within a range of choices
4 offered to the student. Thus, the student has responsibility for

a specific number bf titles within the complete range offered;

d. Supplemental -,, Books which any facUlty'member would like to have
the Bookstore keep in stock as additional independent reading materiu

. al for the studevet.
.

/
5. So that requests may be anticipated, faculty,members air urged-to
Tuft the Bookstore fully informed of the need, for textbooks in any par-
ticaar class.

0

6. As publishers will not honor the Bookstore request for deSk copies,
individual faculty members must arrange for and procure a desk copy
directly from the publisher.

7. Faculty members may purchase pr rent caps, gowns, and hoods for
academic convocations through the Bookstore and the manager will be
happy to coop rate in.the. dering.df any special supplies or bboks for
faculty member and their f milies.v .- .

,

I
141.0g , Printing Requirements

1. Individuals and organizations requiring specially prOmted programs,
brochures, etc., ere urged to use the college duplicating and copying
facilities to the maximum extent possible.

2. If the services of an outside printer are required, however,.all re-
quests must be processed through the business of ice.

3. Printing requirements up to $300.00'may be pro eased and approved by
the Business Manager. Job requirements in excess of $300.00, however,
must be processed by the business office and forwarded to the University,
where contracts are awarded on 'the basis of competlftive bidding.

I. Travel Regulations

1. Use of college-owned vehicles

a. Staff members may reserve a vehicle through the secretary in the
office of the Superintendent of Buildings'and Ground in advance of a
proposed trip. No employee or student shall drive a college-owned
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vehicle unless he has previously been issued a valid State Operator's
License and proof of authorization in the formrof a permit issued )3y
the Superintendent of Buildings and Grounds. It is the resposibility
of the faculty members arranging trips to see that student drivers
have properpermits.

College owned or leased motor, vehicles shall be used only for offi-
Cial purposes, not for personal or family use, unless the family mem-
ber's presenceis a generally accepted practice arising from the college
employee'm work, such as attending a professional conference, alumni
meeting, etc.

c. Operators of college vehicles shall.keep accurate records Of
destination and mileages, purpose, gasoline and oil use, repairs, and
other expenses on the forms provided in the vehicle key case.

2. Use of Privately 06ed Vehicles

a. Use of privately, owned vehicles on college business will be per-
mitted and reimbursed fOr at the rate of twelve cents a mile. Mileage
will be paidifrom the staff member's residence or the college campus,
whichever is less. The above mileage rate is expected to cover all
operational costs of the car, other than toll charges or parking fees.
The transpoltation of students to a professional meeting or conference,
as on a field trip, must be epproved'in advance by the Dean of the
College.

b. Owners of priately owned vehicles used for college travel shall
procure and maintiin public liability and property damage insurance
including "fellow eittployee rider clause." This insurance coverage ,

should be- secured from your insurance company and a copy provided for
the files of the Superintendent of Buildings and Grounds.

c. When a personal car is used, the names of au4orized'official
passengers and the distances each one or more passengers may Have tray-

ireled should be listed on the mileage voucher.

3. .,Out-of-State Travel

a. Official out-of-state travel must be approved in advance by the
College President. Requests should be addressed through the depart- .

ment chairman tethe President inilkiting and must specify place, pur-%
pose, and estimated expenses. . e,

'2-

-1-P\b.lrhe department chairman will indicat, his approval on the orm and
his recommendations as to reimbursement.-

S.
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c. The President will review the,propsed'recommendationi in con--
junction Vith the department's budget, determine allowable,reimburse-
ment, and approve or deny ihe request.

d. In all cases where the person is the official representative of
the college,. full expenses will be met. In cases where.a faculty,
member is attending a conference in his professional field, he may
be asked to bear some of the expense.

4. Traveli, Reimbursement

a. Travel is reimbursed upon the rendering of an expense account,
properly supported by evidence of expenditures and trek authoriza-
tion in the 'case of out-of-state travel. Keep all hotel 11s,
pullman car or airline stubs,-registration.fee receipts, 11

payment receipts, etc., to support. claims for expenditures

411. b. TOtal meals, for one day should not exceed $12 ,in order to be
allowable for reimbursement.

O. Any meals purchased exceeding this limit must be attested by
sales slips orothet approved certification attached. This is to
care for the occasional hotel banquet which runs over this.limit:
Attendance at a meal exceeding the li4ted amount must be. a needs-

,

sary part of the purpose of. the trip if the, excess amount is iiibe
reimbiarsed. 'Official conference meals with speakers fall in this
category:

d. Submit expense accounts for travel reimbursement ost least
monthly and do not allow large amounts to accumulate. This is impor-
tant in keeping'the travel account current And making decisions -
about allowable travel.

5. rtt,yel Arrangements and Tickets
r

Travel arrangements and tickets are individual responsibilities. How-
ever, assistance may be procured through such agencies as the Lakes Region
Travel Agency in Laconia (Tel. 524 -2500) or through the Travel Service
of the Mechanics National Bank in Concord (Tel. 224-7771).

J.. Use of college Facilities

1. The use, priorities, and charges for college facilities by college
and non-college related activities, organizations, and ipdividuals,'are
based on the following:

a. Pariiorities

7/1/74

'(1) The first and overriding priority for the use of any college
fatality mustogo to the colleges regularlx scheduled educatio al
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programs (i.e., schedule*ciasse )

,. (2) To non - scheduled dep. .eta], activities (i.e., department
Meetin4s, speciallectures, ec.)

Ni

(3) To college recogniied groups, activities and organizations
(i.e., meetings., no-charge performances, etc.)

(4) To college recognized groups; activitieeand organizatiOns
who charge-a fee to, students,, faculty, and /or Staff for their ser-
vices or(activities \,/' 9, . .

. .

(5) 'TO elements of, the state,:copty, and local governMent ( i.e.,
.Cooperative ExtensiOn/-Seriiice, 41;41 Service CciamiSspn, etc.)

(6) To area no-charge community services (ire., Boy Scout'evelps,
4-H Club meetings,,. etc.) t

6

(7) To Plymouth area non-profit community services Red
Cross class for which a fee.is charged, Hospital Bazaar, etc.)

(8) To service-oriented' organizations who charge a fee for their
services .or activities (i.e., Rotary or Lions Dance, Methodist.
Men's Conference, etc.)

(9) TO prOfit-making individuals or organizations:

b. Charges
'

(1) There will be no fadility or service charges assessed
agai#st those organizations which sponsor events or activities
which fall under the first three priorities listed above Normal-
ly dharge will not lbe assessed against organizations or activi-
ti s whose special presentations or events are regularly sponsored
b the college (i.e., Red CrossBloodmobile), which are directly

sociated with or support regular college educational programs,
)i.e., an educational workshop sponsored by a state agency) or 1

which are associated with other elemerts of the University System
/ (i.e., an area meeting of the Keene State College Alumni Associa-
/ tion). If under Priority 4, a college recognized organization
/ charges a small fee to simply defray the cost of film rental,

speaktr honorarium, etc., a minimum service charge may be applied
by the college. If, however, the proceeds supplement the_organiza-
tiOn's treasury, charges for Priority 4 wifl generally conform to
those listed below and applying to Priorities S-S.

(2) Guidelines for Facility Charges

(a) 'College Union Facilities
.40

$60.00 a day for the multi-purpose,room; $40.00 for 1/2 clay.
$46*00-per day for lounge or double rooms,. $15.00 for morning,

$15.0.0\?'gaternoon, and 0$15.00 for evening. For smaller
rooms: 30.00 a day: $10.00 each for morning,.afternoon, and/
'or evening.
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(b)' Other Campus FaCilities

$150.00 for tha Field House or Gymnasium--plus setup charges
of $100.00 for stage and sound system and $50.00 for floor
setup

$ 75.00 for Silver Hall Auditorium
$ 50.00 for Speare Multi-purpose Room
$ 30.00 for Hall Lecture Auditorium
q 30.00 for Boyd 120
$ 30.00.for Library Exhibit.faeility
$ 50.00 for Swimming Pool plus costa of life guard and superviso-

'ry perbonnel. r

All other smaller rooms will be charged at the rate of $10.00
for morning, b9, $10.6d for afternoon, $10.00 foevening.

(3) On those occasions when profit-making individuals or organi-
zations are granted the use of college facilities under Priority 9,
or on those special occasions when a fraternity, sorority, or class
are granted permission to sponsor a large pop concert, charges will
be assessed as in Paragraph (2) above. In addition, such organizations
will be normally charged 15% of their gross profits, plus the costs of
special physical or security arrangements, extraordinary clean-up,
maintenance, and repairs for any damage which'occurs.

(4) To provide a competitive advantage in attracting and accom-
modating'conferences and workshops, and to insure sponsorship of
special activitiets, the Director of Continuing Education, in co-
ordination with ihe Business Manager, will be granted some flexibility
in negotiating the total charge.

Initial Contacts, Arrangements, and Scheduling

Within the above priorities, the college calendar will be prepared by
the instructional deans and other college administrative officers.
The Director of the College Union Will be the primary contact for
campus organizations desiring to uti ze College Union facilities.
Agencies and individuals desiring to-arrange for workshops and edu-
cationally oriented conferences will be referred to'the Director of
Continuing Education.. These directorErwill confer and coordinate
with the Business Manager 4.1ho will almRbe the primary contact for
those non-campus organizations which wish to utilize college facili-
ties on a one-time, overnight,-or other short-term basis. The above
administrators and those members of the college community wishing to
schedule a facility under Priorities 2, 3, and 4,' will insure that
room reservations for special activities are cleared with the Director
of the College Union. If meals or refreshments afre desired, arrange-
ments must be 'made with the Food Service Manager and the Director of
Physical Plant contacted for special seating and setup.

2. Individuals scheduling for student organizations are also referred to
Paragraph G-5. Section IV.

K. Transportation and Facility Charges

1. Use of college cars and trucks shall be charged to the using department
or organization on a mileage and minimum charge basis.

2. Transportation of authorized college personnel on all-college business in
connection with the college administrative or instructional program,
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transportation of equipient and supplies for the same kinds of programs,
etc., will be made upon the college budget.

3. Organizations supported by student activity fee allocations, dues,
,admissions Charges, etc., will be directly billed for facilities, equip-
ment, and vehicle and staff time, according torthe discretion of the
Business Manager.

L. Telephone Usage.

1. College telephones, except pay,stations, are for business use or
necessary personal use by staff members because of their employment here.
Only college faculty and.staff members art authorized to make long distance
falls.. Before calling long distance, "please te sure that it is necessary
to the efficient transaction 'of the college's business and that other
Cheaper means of communication would not be.an adequate substitute. For
all long-distance calls within New Hampshire, use the WATS service by
omitting the area code and dialing 81 -1 preceding the seven digit number.

2. All business long distance_ calls to include WATS calls made by staff
members should be recorded on the telephone, toll call register pads pro-
vided for each telephone.

3.. No personal long distance calls should be made on college phones.
Use the public pay phones instead for personal long distance calls.

M. Parking Permits

Faculty members should obtain parking permit stickers from the Administra-
tive Assistant for Buelmess! Parking lots available for faculty use are
situated adjacent to the boiler plant and Rounds Hall, beside Memorial
School, to the south of Boyd Hall, on the north side of Silver Hall park7
ing area, and to the east of the Physical Education building. The Speare
Hall parking area is designated for the building staff and official visi-
tors. Other lots are normally for student and general public usage, un-
less faculty lots are full.

N. Identification Cards

Application for identification cards for faculty meRMEK and the members
of their families may be submitted and processed through the business
office.

0. Moving Expenses

1. Upon recommendation of the Dean of he College and the President, the
University,will pay up to one-half of the cost of moving furniture and
household goods for new faculty, subject to the following maximums:
(Personal travel expenses or subsistence of the individual or his family
are not reimbursable.)

Less than 200 miles $100
200 to 500 miles $175
531 to 1000 miles $350
1001 to 2000 miles $425
Over 2000 miles $500
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2. Reimbursement will be made upon sUbmissibn of appropriate forms,
through the Dean of the, College to the Business Manager whqiwill for-
ward

.
itto the University.-

3. When the move of furniture or goods is made by other than a com-
mercial service, the following limitations apply:

a. If the move is made :gang a rented trailer, one-half of the
trailer rental and two cents.a mile for additional automobile
costs will be allowed. One-half%of the cost of packing materials
will also be allowed.

b". If the move is by'rented truck, the one -half of the truck ren-
tal, including gasoline if separately charged, will be allowed. One-
half of packing materials costs will also be allowed.

c. Highway toll charges are not reimbursable.

d. Reimbursement for one trip only will be allowed.

P. Disposal of College Property

Disposal of movable equipment and supplies which have been deemed bythe
departmental administrator responsible for a particular inventory to be
"worn out", uneconomical to repair, or obsolete, shall be determined by
the Business Manager. He may elect one of the following methods of
disposal: v

A

1. Transfer the item(s) to another unit within the University System
which can utilize the item(s) or to the Purchasing Agent's inventory for
possible future assignment.

2. Sell the item(s) at public auction or 41, other means as deemed'ap-
propriate given the value and nature of the item(s). The proceeds shall
be deposited to the "Miscellaneous College Receipts" account(s) or other
appropriate income accounts designated by the Vice President-Treasurer.
Any item of an estimated value of $50.00 or more must be advertised for
sale. Items of lesser value may be advertised depending upon the Busi-
ness Manager's judgement of staff interest in their purchase.

3. Sell the item(s) for junk or reclaim value and deposit the proceeds
to the appropriate income account designated by the Vice President-
Treasurer.

4. Instruct the department administrator wishing to dispose of the item(e)
to remove the item(s) to the local dump facilities (or give it (them)
'away).

0. Receipt of Cash. Funds on Behalf of the College

Receipt of cash through the sale of college property, services, or by-
products of its activities shall be properly documented and the cash

VI-9
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deposited to the proper account in accordance with procedures set forth
in the Standard Practice Manual (Section II, H). Under no-circumstances
are-such cash receipts to be used for personal purposes or for unauthor-
ized college activities or maintained in so-called "petty cash boxes" in
departmental offices.

AP'
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CONDITIONS OP EMPLOYMENT

Section VII

A. Appointment and Tenure

_L
1. All meObters of the faculty without permanent tenure are appointed

for one year term which may be renewed following an annual review of

individual performance by the Dean of the College,. the Associate Dean

of Instructign, the chairman of the department, and the President.

2. Permanent tenure is a etatue conferred on faculty members on their

demonstrated merits without regard to the period of time served except

as provided in Appendix C. Such tenure can, be acquired only
by affirmative,

action of the,Board of TrUstees on the recommendation of the President

of Plymouth State College as by the Dean of the College and the -

appropriate department chairman of Plymouth State tiollege.

B. Faculty.. Assignments

c,

1., Responsibility for scheduling faculty assignments for instruction,

research,,and service rests with the.department-chairmen,
instructional

deans, and President. Assignment to college committees maybe made by

appointment or election.
%

2. Faculty members are expected to exerciss judgment and conscience in

fulfilling assignments. In the 'event that a member of the faculty finds

that he must be absent from the college or is otherwise unable to meet

scheduled responsibilities, it is expected that he will so notify his

department chairman as far in advance as possible.

3. Members of the faculty may undertake oltside professional services ,

as long as these obligations do not impair the instructional, scholarly;

and other services which they are expected tafulfill in the nature of

their college employment. The services so undertaken should be of such

character as to sustain the prestige of the college and the professional

competence of the faculty member. It is expected that such outside ser-

vices will not exceed a time equivalent to one working day per week.

4. Major obligations must be-made a matter of record through the

department chairman, with the appropriate dean or the President and

receive his approval. In the event a faculty member is in doubt whether

outside obligations might impair his instructional, scholarly, and other

services within the college, he is expected to consult with his depart-.

ment chairman, and deans or the President.

C. Academic Freedom

1. The college believes that a. teacher is entitled to pursue truth

wherever it lies, to freedom of discussion in his classroom or elsewhere

in his areas of academic competency, and to his rights and responsibili-

ties as a citizen.
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2. It therefore subscribes in principle to the following excerpts from
the 1940 Statement of Principles of the American Association of University
Professors: -

V

"(a) The teacher is entitled to full freedom in research and in the
publication of the results, tubject'to the adequate performance of
his other academic duties; but research for pecuniary return should
be based upon an understanding with the authorities of the institution.

o

(b) The teacher is entitled to freedom in the classroom in discussing
...his subject, but he should be careful not to introduce into his teach-

ing controversial matter which has no relation to his subject.

JO The college or university teacher is a citizen, a member of a
learned piofession, and an'officer of an educational institution.
When he epeaksor writes as a citizen, he should be free from in-
stitutional censorship or discipline, but his special position in
the community imposes special obligations. As a man of learning and
an educatiofial officer, he should remember that the pOblic may judge
his profession and his institution by 'his utterances.' Hence, he should
at all times be accurate,. should exercise appropriate restraint, should
show respect for the opinions of others, and should make every effort
to indicate that he is not an institutional spokesman."

D. Lines,of Authority

1. Final decisions concerning faculty working conations of the Plymouth
campus will ordinarily be made by the President of Plymouth State College.
Faculty or staff members who believe they are wrongfully treated may ask
that the Faculty Welfare committee make a recombendation on theik behalf.,
It is hoped, however, that faculty and staff members will give the Presi-
dent every opportunity to effect satisfactory adjustments before any ap-
peal to other sources, and will feel free to discuss frankly with the
Pkesident, the conditions of their work. Faculty and staff members should
work with and through-their department heads.

2. From time to time, the faculty member may expect a conference with his
department head, the instructional deans, or the 'President, looking to the
maintenance of his work at a high level of professional competence. Fac-
ulty members are urged to keep administrative staff members informed and
to seek their advice on problems or proposals.

R. Faculty Ranks and Compensation

1. Members of the faculty are ordinarily appointed in one of four ranks.
The following standards; are used as guides, subject to exceptions in unu-
sual circumstances, in making appointments and promotions.

a. An Instructor shall have completed, or mad. substantial progress
toward completing formal advanqed study appropriate for his field.

b. An Assistant Professor shall have completed formal advanced
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study appropriate for his field and have had successful teaching
or other relevant experience.'.

c. An Associate Professor shall have completed formal advanced
study, have had several years of succehsful teaching or other rele-
vant experience, and have shown evidence of professional development'
and scholarly interest as reflected in research or other individual
creative 'effort.

d. A'Professor shall have a background of successful teaching and
research, marked by the perspective ofaturity and experience, or
some truly outstanding creative attribute generally recognizable in
the academic world as a special asset to a university faculty.

2. Minimum requirements used in determining eligibility. for a particular
rank and present approximate salary scales are given below. Special ad-
justments can be made for outstanding applicants or where the, commonly
accepted advanced Study appropriate for his field terminates at a dif-
ferent degree level than shown below.

Rank
Yrs. of Educ'l.

Education . Experience
Usual
Min.

Usual
Max.

Instructor
Assistant Prof.
Associate Prof.
Professor

-Master's degree -3
-Master's plus 30hrs. -5
-Doctor's or equiv. -5
-Earned Doctorate -7

$ 8,500.
10,000.
12,000.
14,000.

$10,500.
13,500.
15,500.
22,000.

3. Although the above salaries are for teh months, occasional opportuni-
ties exist for summer session or extension course teaching at added
compensations. Faculty members whose responsibilities demand it will be
appointed on a twelve month basis. (See Paragraph M, Section III.)

F. Evaluation Procedures for Faculty Compensation and Promotion_
----1-

1. Promotions are made on the basis of deMonstrated individual merit
with some consideration also paid to time in rank. Compensation is
determined based upon consideration of the guidelines enumerated in
Paragraph 4 (below) and upon judgment as to the individual's merit.
making these judgments, the following sources are normally utilized:-

a. Faculty Report Sheets
b. The department chairman's report and comments
c. Instructional dean's report and comments
d. Student evaluation summaries
e. Peer evaluations

2. Compensation

a. Annually, and midway in the first semester, each faculty member is
requested to complete a Faculty Report Sheet, listing his achieve-
ments and activities for the year. (See Enclosure 2 to Appendix C.)
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This brings to the attention of the evaluators, all'thommatters
which the individual feels they should know in order to assist,
them in their judgment.

ii

b. The department chairman reviewite report sheet,isakes his .com-
=ants based upon his evaluation of all available sources, and
using the report shbets and other criteria, recommends.a compensa-
tion level for each member of the department faculty.

c. The Faculty Report Sheets, the department chairman's recommenda-
tions, and other criteria are then discussed by the chairman, the
instructional deans, and President in order to arrive at a relative
all-college ranking of the individual's contributions and effective-
ness. Within funds available, the President assumes final responsi-
bility for a contract salary recommendation to the Board.of Trustees
for each person.

3. Promotion and Tenure

a. Each eligible individual is responsible for initiating the prepa-
ration of the basic information for his Promotion/Tenure Recom-
mendation Folder. Each succeeding evaluation level is to add its
materials as the process proceeds. The Departmental Promotion and
Tenure Committee reviews the Report Sheets and other documentation
for all individuals eligible for promotion and/or tenure. Wuesticnui
regarding an individual's exceptionfil eligibility may 1te addressed
either to the Committee or the department chairman.) The Committee
recommendations are submitted to the department chairman,. The in-

dividual's folder records the recommendations of the Committee, the
department chairman, and the instructional deans. It will also'in-

elude profiles of teaching evaluations by peers. The completed
Promotion/Tenure Recommendation Folder is given to the President, who
presents the folder, along ,with his final recommendation, to the
Board of Trustees.

b. For detailed Promotion and Tenure Guidelines as recommended by
the faculty and accepted by the President with minor editorial changes
and amendments, see appendix C.

4. The evaluative criteria used are as follows:

a. Teaching skill and effectiveness
Mastery of subject matter; effectiveness of communication;

.

impact on students; organization,s7tent, and quality of
courses; originality and enthusia

b. Reputation among students and colleagues

c. Research and publications
Resourcefulness and originality; familiarity with scholarly re-
sources; knowledge of subject-matter frontiers; investigational
skill, including critical capacity, accuracy and discrimination
of observation, and ability to analyze and to assess relation-
ships; effectiveness in utilizing assigned time; significance

of research results; and publications based on research-
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d. Professional standing and participation
Extent and significance of research and creative interests
allied to the profession; specific achievements; positions of 4
trust held; pdblications; professional reCognitions; participa-
tion in professional societies; evidence that he is:a "trustee
of learning" in his special field; and capacity'for growth,

1

e. galem and community service
Contributions to community, state, or region, giving considera-
tion to qualities of a scholarly or personal nature which affect
these relationships favorably-1°ov adversely; interest and effec-
tiveness; extent of demand for his services; capacity for leader-
ship, and reaction of colleagues and persons serve , /These serv-
ices should be supplementary to and strengthening the principal
job of teaching for the college, not interfering with and de=
bilitating to this job.

f. Attitude and willingness to workAs min of the team in achieving
the successful performance of the functions of the college
Honestylstraightforwardness; ability to make and help carry out
constructive suggestions; refraining from backbiting and public
criticism of professional colleagues; willingness to assume extra
work in emergencies; regulafand contributing attendance at college
committee and staff meetings and other college functions.

'5. Salary increases and promotions will depend upon demonstrated merit-
orious performance.

G. The Academic Year

The college academic year is a ten-month year beginning September 1 and
ending June 30. Some administrative and certain faculty members are on
a 12-month fiscal year contract.

H. Payroll Practices

1. The University pays its employees bi-weekly. Those on fiscal-year
contracts receive their pay in 26 installments through the year. Those
with academic-year contracts receive their pay in 26 installments, begin-
ning in September. Pay periods end every second Friday and checks are
ready the same' day. Checks are mailed to the employee's office or will
be deposited to the employee's account in a local bank.

2. If additional work is required beyond the regular
tional payment shall be pro-rated on the basis of the

3. If professional duties are assigned away from the
regular college year, expenses shall be paid.

I. Resignations

college year, addi-
regular basic salary.

college during the

Staff members should follow professional and ethical standards so that the.
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interests of both the staff member and the college are Asidered as much
as possible. A staff member may resign during the term of his appointment
by submitting writtenrnotice of his resignation to 44 Colleg President
with appropriate notice of his intent to his department chat and the

Dean of the College for action ordinarily at least four months in advance
of the effective date.

J. °Dismissal or Nonrenewal of Appointment

1. Faculty members without permanent tenure

a. Nonrenewal of Appointment

A member of the faculty without permanent tenure whose appoin nt

is not to be renewed will be so notified in writing by the co lege.
President by March 1 if he is in his first academic year of s ice

at the college; by December 15 if he is in his second academic year
of service at the college; and at least one academic year befo e the
expiration of his appointment if he has two or more academic ye s

of service at the college. (The December 15date is designed t
give both the faculty member and the college administration an op-
portunity for a fair appraisal of the work of the, first semester.)
While the college academic authorities should be willing at all times
to give as fair and objective appraisal as possible to a staff mem-
ber about the effectiveness of his work, there shall be no obliga-
tion that formal charges be brought or that the faculty member be
given anything except timely written notification of the intent to
terminate his contract in accordance with the above time limits.

b. Dismissal of a:Faculty Member without Permanent Tenure

In cases of proven moral delinquency of a grave order, extreme pro-
fessional incompetence, or continued deliberate neglect of duty, it
shall be the function of the. college President to try initially to
reach a satisfactory settlement with the faculty member concerned.
If such a settlement cannot be achieved, the President will ask the
Faculty Speaker in conjunction with the Faculty Observer to the Trus-
tees' Meetings, and the Student Body President to appoint an ad hoc
Hearing Committee to consist of five tenured faculty members. Mem-
bers'of the Hearing Committee will be chosen based upon their stand-
ing in the college community and for their objectivity both in general
and with respect to the issue at hand. No member of this ad hoc cam--
mittee may be a member of either the Faculty Welfare or Review Com-
mittees. The Faculty Review Committee may also present its recom-
mendations to the college President if requested to do so by the fac-
ulty member, following.his notification of the findings of the five-
person Hearing Committee. The Hearing Committee and the Review Com-
mittee, if appealed to, shall establish their own rules of procedure;
shall provide for either a written or a taped transcript of proceed-
ings, and shall inform the college President in writing of their
recommendations. The President shall make final disposition ofthe
matter.
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a.

-2. Faculty Members with Permanent Tenure

No member of the faculty with permanent tenure shall be dismi sed

or refused reappointment, except for professional incompetenc , de-

liberate neglect of duty or moral delinquency of a grave ord r. Nor

may he be suspended from duty pending,a full investigation Q any such

charge uhless the college President judges that his continu presence .

in the classroom or laboratory might endanger his bwn welf e or that

of his students.

3. Procedures to be Followed Prior to Dismissal,of a Tenured Faculty
.

Member

a. The faculty member shall be invited to meet with appropriate admin-

istrative official,' including the college President, and, if he

wishes, to bring an advisor. At this meeting, which.shall be con-.

ducted as much as possible in an atmosphere of counseling and frank

review of the problem, a mutual agreement shall be arrived at, if

possible.
.

b. If no mutual agreement is reached, a formal notice shall )e sent
by tile-President to the faculty member, stating the charges or reasons
for the proposed dismissal, the intent to dismiss and proposed time

for dismissal/ and inviting the faculty member to respond, in writing,

as to whether he wishes a further formal hearingbefore the admin.:

istrative officers or an ad hoc- Hearing Committee, or whether he ac-
cepts the conditions for dismissal.

c. If the faculty, member requests, it,the President shall request
through the Faculty Speaker, assisted by the Faculty Observer to
Trustee Meetings and the Student Body President, that a Hearing Com-

mittee be established. Such request from the faculty member shall be

made within a period of one week after receipt of the dismissal notice.

The Hearing Committee shall consist of five tenured faculty members,
none of whom shall be members of the Faculty Welfare Committee, who

shall be chosen for their standing in the college community, and their

objectivity, both in general and with respect tp the issue at hand.

d. The Hearing Committee shall elect a chairman and determine its own
rules of procedure. Each side shall be given timely notice of the
hearing and advised of its right to be present at any meeting at which
evidence is introduced and to be assisted and represented by counsel.
Witnesses may be called by either side or by the Committee to give
testimony, and written statements may alsct be taken from persons not
,available for questioning and considered by the Committee if neither
side objects. Each side shall be entitled to know the identity of
all persons who have communicated with the Committee about the case,
and to question all persons who have given evidence. If the faculty,

member's professional*competence is challenged, he may select one or
more scholarb in his own field either from the University or some
other institution to appraise his qualifications, but in that event,
the adminiatrative officer seeking the disiniosal may do the same. It

shall be left to the Committee's discretion to determine,' after
sultation with both sides, whether the hearing shall be public or
private.

Rev. '7/1/74
VII -7

- 52



ti

The Hearing Committee shall keep a complete record which shaf177
include all .evidence and arguments as well as the final vote and
dissenting opinions, if any. At the conclusion of the hearing, this
record shall'be available upon request to either party. The Commit-
tee's consideration of the case shall be based solely on the evidence
and arguments presented at the hearing.'

At the conclusion of its deliberations, the Committee shall make its
rocomendations'to the college president and send a copy of its recom-
mendationd to,the faculty member charged.
e. Within one week after the receipt okthe recommendations, the'
college president shall confer*with the lasulty member and ask if
he or she Wishes to accept the recommendations, I.f they are satis-
factory to the college presient. If no mutual agreement is then
reached, either the faculty or the college president may'ask
that the Faculty Review Commiqtee formally review the case, having ma
available to it the complete record of the Hearing Committee, and. mr
make its recommendations- - .

f. If either the faculty member or the college president'wish, within
a period of one wee% after the finish of review by a campus committee
or committees, he/she may 'refer the case ana the records to the Boa
of Trustees for review. The Board shall decide whether to review the
case within 60 days and notify both Principals in writim. If the
Board de4ides to review the Case, bdth principals shall be given an
opportuniex for argument, oral or written or beth. Thejlecision of
the Hearing Committee shall either be sustained or the ptoceedings re- .
turned to the Committee with objections specified, /n,such a case,
the Committee shall reconsider its recommendation, taking account of
the stated objections and receiving new evidence'if necessary. 'It
shall report its final recommendation to the Board and to the faculty
member concerned. After studying the ComMittee's final recommenda-
tion, the Board shall make final decisionn the case.

K. Retirement

1. The tenuit of each member of the.,faculty terminates on the Juner80 fol-
lowing his/her .65th birthday, except for members of the faculty in service
on July 1, 1963, who remained in the State Retirement Sydtem. Information
about the New Hampshire Retirement System for those few persons is best
obtained directly from the Office of the System in Concord.

2. Under rare and unusual circumstances,
initiative of the College, employment of
tended beyond the normal retirement age,
be extend beyond the June 30.followino

L. Retirement Plans

1. TIAA-CREF Retirement Plan.
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a.- The University System retirement plan for the majority of faculty.
or

r
thosenot under the State System is under contract with the

Teadhers Insurance and Annuity Association'OfAMerida and.the College
Retirement Equities Fund. New facultxmith the rank of assistant pro-

, fessor or higher (and those who currefitlybelong,to a,TIhA program
elsewhere) may enter thi's program at'thebeginning of their service
with the University. Administrators whose salary equals the average
salary paid to assistant profetsors may also join immediately. Others:
must join after one year unfess they sign ,a waiver of any claim on the
University for retirement benefits.

.b. Under TIAA-CREF, the University contributps 5 percent and the
faculty/staffinember contributes 5 percent on the amount equal to the
Social Security base of his/her annual salary: On amounts over the
base of Social Security, theyhiversity,contributes 10 percent and the
employee contributes 7 percent. Fatuity members may contribute ahigh-
er percentage of Their annual salary if they want to ensure a higher
retirement income. Salaryreduction (tax-deferred annuity) is availa-
ble to participants The University's contributions are fully and,im-
mediately Vested for faculty members.

c. The legal form is an individual contract between the Association
and each individual employee. These contracts read that thei"annuities

'do nqp provide for loans or cash surreder." However, TIAA-CREF does
permit cash returns of premiums (teimed "repurchase") providing that:

1. The annuities have been in force not more than five years;
2. The total deposits .do nbt exceed $2,000:

0
3. The annuity owner requesting repurchase is neither employed by

nor moving to a participating institution;
4. The contributing institution(s) consents.

d. The University, having made contributions to the retirement con-
tracts of given individuals, authorizes the University Vice President/
Treasurer to approve requests for repurchases by severamtemployees up-
on the approval of TIAA -CRE', but shall require the return of insti-
tutional contributions to the University. Any returned contributions
'so received shall.be cldited to the Retirement Fund Expense Account.

2. Old Age and Survivor's insurance (Social Security)

All University System employees, exceptlhose covered by the Federal
Civil Service Retirement Program, are enrolled in the OASI (Social
Security) program at its current rate.

3. Supplemental Retirement Income

This package guarantees annual Income for faculty and P.A.T. staff
members who retire at age 65 with at least 15 years of full-tiAe ser-
vice, on a graduated schedule, inclusive of Social Security and TIAA/
CRFF benefit's: 15 years guarantees $3,600; 25 years, $6,000. Reduced
benefits for retirement at age 62.

4. Supplemental Retirement Annuity

The University System also makes available through TIAA-CREP. a Supple-
mental Retirement Annuity (SRA) to enable a fadulty, member to insure
greater retirement benefits with additional'tax-deferred annuities. The
faculty member may make additional contributions in accordance with IRS
regulations. .SRA contracts may be cashed in at any time. -^
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V. Leaves of Absence

1. Ford Professional Improvement

a. Faculty members with the rank of assistant professor and above (andstaff membes with an equivalent rank) shall become eligible for leave
of absence for professional improvement upon the completion of six yearsof full-time service at the College in the rank of instructor or above,
not including time spent on previous leaves faith or without pay. Subhleaves of absence ray be granted for one-half year with full salary, orfor a whole year-with half salary. 4

AppliCations'must be, submitted to the President through the chairmanof the department and the appropriate dean one year in advance of the
date the leave is to begin, if possible.

c. Leaves of absence for profesgional
improvement are granted by theBoard 'of Trustees upon the recommendation of the President, after Con-

.sultation with the appropriate deans and7the department chaff an. Eachapplication shall be decided upon its individual merits. Leaves aregranted in recognition ofthe University's responsibility for facilitatingindependent study, research, and creative activity among e tablished mem-bers of the academic profesSion, and to facilitate obtaini g the doctdr'sdegree.

d. Leaves shall be granted with the understanding that e recipient shallreturn to the service of the College fora-period of one year or reimburse
the University for the full amount,of the salary receiv d while on leave.

e. The operation of this leave policy is subjec to th re being sufficient
budgeted funds or the assumption of the staff m er' duties by otherMemberS of the department.

2. Without Pay

a. Leaves of absence without pay may be granted to embers of the'faculty
and staff by. the Board of Trustees Upon the recommendation of the PresidentApplications shallbe submitted to the President t ugh the chairman of
the departMent and the appropriate deans. Each application is decided uponits individual merits, after consideration of the advantages and disad-vantages of the College,

b. The C011ege will continue, upon request, to gay its normal share of
fringe benefits if the faculty member also pays his share. In the eventthat 'a faculty member does not return followin an unsalaried leave, re-
imbursement of the University's share of such. ayment must be made.
Leaves are not granterr-ordinari/y for a Pekio* of more than :me year.

3. Military Leave

a. A full-time faculty member will be grant :d military lea-re of absence
without pay by the President upon voluntary ior involuntary assignments to

.//
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extended active duty with the United States armed forces.. Military
leave shall continue throughout the period of active duty.

b. Upon satisfactory completion of the term of service, the faculty mem-
ber'is entitled to "reinstatement".in the same status which he/she held
prior to military leave,if the request for reinstatement is submitted
within 90 days of release° from active duty cr from hospitalization which
continued military service.

.

c. Temporary military leave of absence, as required by the military unit
to which he/she is attached, will be granted to a full-time faculty mem-
ber by the Dean for'not more than twenty-two days (22) in any 12-month
period for thepurpose of res$ze training or active duty. The faculty
member on temporary militaryleave will be paid the difference between
his/her regular pay as a faculty member and military pay for such leaves.

4. For Jury Duty 4

a. A temporary leave of absence may be granted to a faculty member by
the Dean for the purpose of satisfying the individual's civic responsi-
bility when summoned for jury duty.

b. The -institution will pay the difference between the individual's regu-
lar pay and jury duty compensation (not including expenses) during the
period,of the leave of absence. An alternate arrangement is also pro-
vided whereby the individual serving can receive full pay for the period
of leave by remitting to the instjtution the compensation received from
the court (1 including expenses). The individual shall suffer no lass of
annual leave or ther fringe benefits during the period of leave. It is
expected ,that the leaye of absence will be granted for only that period
required fork jury uty and that the faculty member will be available at
those times and on those days )'then jury duties are not required.

5. Divability.Leave (Short-term and Long-term)

a. The University System provides a long-term disability insurance plan
in which a faculty member may choose to participate. The plan provides
benefits after six months of total disability in the amount of two-thirds
of last salary (combination of Sotial Security and benefit'and disability)
which continues for the duration of the disability or until age 65,
whichever is first.

0

b. In the intervening six-month period from the date of disability to the
date-of commencgnent of long-term disability benefits coverage, the Uni-
versity System will provide for temporary illness, sick leave, and for
short-term disability by providing full pay for a period up to six months,
or until the onset of long-term disability.

c. In the event of subsequent periods of disability after utilization of
all or part of the benefit provided above, the following shall apply:

(1) If the subsequent disability is unrelated to the fil.st, the same
policy or benefits outlined above will apply.

A
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(2) Should repeti
responsibilit
be considered
or amended to

fire disabilities create an inability to handle the
e$ ohe job prpperly, appropriate action shall
i.e eligibility for total disability insurance
s a010 conditions of employment.

d. Compensation for ljoss d earning capacity and payment of medical ex-
penses due to inlUry, occup4tional disease, or death arising out of and
in the course d! empldyment:is provided under the Workmen's Compensation
Law. It is imperative thatinjury sustained during employment be prompt-
ly reported.

6. Pregnancy-Related Disabilities

a. A member of-the f cu.
4.)

is unable to perform er
ber and her departmen
tion to safe working on'

pregnancy.

:may choose to work while pregnant unless she
in the normal manner: A pregnant staff Mem-
an are each expected to give due considera-
dns and practices during the period of,

b. Pregnancy and/or
not for any fixed per
opinion indicates tha
ly required duties of
Temporary Illness and
should continue until
medical opinion, is
without medical compl
'twelve (12) weeks befu

7. Sick Leave

Sick leave is provide
each year, earned at
cumulation of 130 wor

hil, th are considered disability conditions, but
o4'' ,.iime. When sin an,individual case, medical
a 00paty member's pregnant state ancrthe-iegular-

Olition are incompatible, the policies for
Le of Absence for Illness shall apply. Leave
ara zfly until the aculty member, on the basis of
le return to wor g. For pregnancy and childbirth
catite0, leave may be granted for up to a total of
re after childbirth.

lie

by' he University System. It includes 15 days
he fate of 1 1/4 days per month, for a maximum ac-
ingi

8. Death in the Family Leav,

Leave includes 5 days for4Omediate family, 1 day for oAltr relatives.

9. Vacation Leave

I

Vacation leave informatidn is
appointment.

N. Holidays

The following

Rev. 1/31/76
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`'(continued)
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Labor Day (First Monday'in September)
Veterans' Day
Thanksgiving Dav
Christmas Day
and four additional holidays to be determined and

announced by Plymouth Stoke College

0. Worignen's ,Compensation

1. The Workmen's Compensation Law provides compensation for loss of earning
capacity and payment of medical expenses due to in/1=y, occupational disease,
or death arising out of and in the course of employment. Workmen's Compensa-
tion is available to all University System employees -- permanent, temporary,
and part-time.

2. The Workmen's Compensation Lawreguires that all faculty promptly report
every injury during employment to their immediate supervisor (See Policy
Manual XVII -C -2 for reporting). The "Employee's First Report of Injury or
Occupational Disease" must be forwarded to the Labor Department, State of
New Hampshire, by the System Personnel Office within five working days from
their knowledge of the accident.

.

3. Faculty who are totally disabled from work-connected injury are entitled
to all Workmen's Compensation benefits and to full pay for a period of disa-
bility not to exceed one calendar year (beginning with the first day of
disability), payable on existing pay dates (except that the combination of
Workmen's compensation,and pay shall not exceed full pay), and subject-to
payroll deductions with respect to full paid benefits.

P. Unemployment Compensation

1. All faculty members of the University System are covered by unemployment
compensation insurance. The purpose of this coverage is to protect em-
ployees from complete loss of pay during neriods of unemployment. The only
exception is airegularly enrolled student.

2. The University System pays the total cost of this benefit by reimbursing
the State of New Hampshire for all claims actually paid.

Q. Insurance

1. Life Insurance

Details on life insurance progranis are nrovided in the University System
\, Benefits Summary at Paraaraph Y of this section.

2.\Health Insurance

a. Group Health Insurance to Include Major Medical roverdre

The hospitalization insurance program is a group plan providing both
hospital and doctor services. Two options are available to the em-,
ployee, a high and low plan. The employee is furnished,the:low.option
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at no expense, and may elect the high option by paying a premium.
Family coverage for both plans is available on payment of additional
premiums.

b. The basic plan (low option) provides for room and board (semi-private)
and other hospital.charges for 120 days, and surgical benefits according
to a schedule, with maximum surgical procedure payment up to $425.

c. A more extensive coverage, thelligh option, provides for room, board
and other hospital charges for 120 days, with surgical benefits up to
$1,800 per procedure.

d. Major medical benefitectup to 1 million dollars (lifetime) are provided
after $100 deductible per person per year. Maximum deductible of $300
per year per family. Benefits are paid for covered items, 80% by the
insurance carrier, and 20% by the individual up to the first $2,00d, then
100% by carrier for each calendar year.

3; Dental Insurance

A group dental insurance plan is provided'at no cost to the staff mem-
ber. This plan provides for reasonable and customary charges for dental
care for employees, $25 Per year deductible. Dental charges are paid
80% by the insurance carrier and 20% by the employee for routine pro-
cedures (50% is paid for major procedures), un to a maximum of $1,000
per year. Group dental insurance for dependents is also made available
with costs borRe by the employee.

R. Educational Benefits

1. 1 faculty member fillihq a budgeted position may enroll in any of the
regular, credit courses offered by the University at Durham, the colleges
at Keene or Plymouth, the Merrimack Valley Branch, or the School'of Continu-
ing Studies, and receive a waiver Oftuition according to the following
schedule. This benefit does not apply to non-:credit courses, "short courses,=,
institutes, or courses offered bother universities on campuses of the
University System.

The benefit for faculty is:

Percent of Appointment . Educational Benefit

2 courses/semester (6-8 credit hrs./semester)
4-5 credit hrs./semester V .

'1 course/semester (3-4 credit hrs./semester) v

4

Note: For summer session, the faculty educational benefit is equal tog...one-
half that of a fall or spring semester benefit. (Example: a full-time em-
plOyee is entitled to one course or 3-4 credit hours tuition free.)

Full-time 100%
'3/4-time 75%
1/-time 50%

VII -14
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2. Spouse and dependent children of faculty members may enroll in any of
the regular credit courses offered by the University at Durham, the colleges
at Keene or Plymouth, the Merrimack Valley Branch, or the Schoch. of Continu-
ing S udies at one-half the tuition rate charged in-state residents.

3. The tuition grant or waiver will be extended to all-eligible faculty who
are on the payroll on the Monday' preceeding the first day of classes. Fac-
ulty terminating during a semester are responsible for payMent of a prorated-,
tuition charge.

S. The Faculty Loan Fund

The Faculty Loan Fund is designed to encourage professional'improvementby
way of advanced study. The terms and conditions of this fund are as
follows:

1. Faculty members who have served the College not less than two years, but
who have not been employed the required time nor achieved the academic rank
and title to be granted paid leave for professional improvement, shall be
eligible to borrow not to exceed a total of $5,000 from this loan fund;

2. A Faculty Loan Committee consisting of the Dean of the College, the
Business Manager, and three faculty members appointed for three-year terms
by the Faculty Welfare Committee shall recovmend to the President of the
College the amounts of such loans to be graAted to each faculty member'whose
application is approved.

3. Interest shall be at the rate of 4% from the date of loan untiljhe loan
shall have been paid in full, except that as soon asgosuch faculty member's
employment by the College is terminated, the rate shall advance to 7% until
the loan is paid in full.

4. Interest shall not be payable during the time the faculty member is
actually on leave for professional improyement, but will be computed from

. the date of'the loan and incorporated in the installment schedules of re-
payments hereinafter set forth.

5. Repayment of the loan and'interest thereon shall be at the rate of not
less than $50 per month beginning with the first salary payment for the
month in which the faculty member returns to service at the College, then
shall continue at this rate for each month in which the faculty member re-
ceives Compensation from the College during the academic or fiscal year,
depending upon the type of contract held by the faculty member. Such pay-
ment shall include both interest on the unpaid balance and reduction of
principal.

6. Nothing in this installment schedule of repayment shall be construed as
other than a minimum requirement, and would not preclude the repayment of
the loan in such larger amounts as the faculty member may elect. If the
faculty member's employment by the College is terminated, repayment shall
be at the rate of not less than $75 per month, covering both interest and
principal, effective with the date of such termination of employment.

7. Persons interested in making application should see the Dean of the
College.

P
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T. Credit Union Membership

1. Faculty members are eligible for membership in the New Hampshire State
Employees Federal Credit Union. As a member, the individual may have requ-.
lar savings deducted from his bi-weekly pay and is eligible for low-interest
loans of up to $10,000.

/ 2. The business officet,has copies of a credit union brochure and information
as to other benefits.

U. Living and Dining Accommodations

1. When there are dormitory or other living accommodations available, staff
members may rent -campus'facilities.

2. College dining rooms are open to staff memberd and their guests at regur
lar student rates.

3. Employees having official quests and.being required by the nature of their
work to have a meal here with their guests instead of off-campus, may make
arrangements to have these meals charged to the College through the business
office.

4. Guest rates during special confetences will be the rates established for
the conference participants.

5. Staff members having knowledge of groups coming to campus to be fed should
work closely with the Business Manager and Food Service Manager on details
of numbers, arrangements for payment, etc., as'far in advance as possible.

V. Family Conflicts

More than one member of an immediate family may be appointed by the Uni-
versity to professional or administrative staff or faculty positions. Each
such appointee shall receive the full benefits and privileges of a regular
eppointment- However, no faculty member, department chairman, dean, or
other administrative officer will participate in decisions affecting the ap-
pointment, tenure, promotion, or other status of a member of his or her
immediate family.

W. The College Camp

1. The College camp; located at Loon Lake, is available to both faculty and
students. Reservations should be made thiough the'maintenanee secretary who
will issue the keys. Its use is restricted to college students, faculty,
stiaff, alumni, and their guests, and persons using it should help enforce

' the ruling that it is not a public beach.

2. During the summer; the camp may be reserved by staff families for a
period not to exceed one week. This time ray be extended if Aother reser-
vations are made, but the one week limit is designed to distribute fairly
the use of the camp time. The back bedroom on the first floor must be kept
available to others entitled to use the camp for changing for swimming durino
the day.
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' 3. To help defray the costs of electricity, insurance, equipment, and
maintenance for the camp, a charge of $35 per week will be made for its use
by staff families.

4. All users should take
tingUished and all doors
waste and garbage should
the next user.

X. College Research Grants

great care to see that fires are thoroughly ex-
and windows securely fastened upon leaving. All

also be disposed of; leaving the camp cZean for

1. The College maintains a small research grant fund to assist /members of
the faculty in minor research undertakings. These grants might apply to:

a. Small research projects;

b. Completing publications;

c. Providing the initially valilr research evidence necessary for the
application for larger researc ..,,grants.

2. Requests or proposals should be submitted in letter format to the bean
of the College, whorwill effect a committee evaluation based upon the
following:

a. One such request may ordinarily be granted to a faculty member
'for any given project and for any one year unless a faculty member
has more than one project proposal for any one year. Such cases
involving more than one grant request per year will be reviewed by
the committee, and if it is determined that such a request will not
financially jeopardize grant requests of other deserving facult -,
it may be honored.

b. All proposals will be carefully reviewed in terms of their
benefit to the academic and/or social environment of Plymouth State
College.

c. Ordinarily the maximum grant will not exceed $200.
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University SOfem Pringe.Benefito Summary

BENEFITS
r

COST.. WHAT THE BENEFITS PROVIDE TO. YOU
...---z......

VACATION/PERSONAL
LEAVE

.

'Paid by employer

.

.

....-
.P.A.T., 22 dais each year,. accumulation 30 days; =4 emic year

faculty, vacation associated- with academic year paten. r
"var.ation:or holiday periods."

.

SICK LEAVE
.

Paid by employer 15 days each year earned at the rate of 14- days a month
accumulation 130 working dives. .

DISABILITY LEAVE

SHORT TERM

LONG TERM

Paid. by employer (For serious illness or iniuryl .

.
Full pay for a period of six months or full nay for the perio o

;lime between the exhale,t4on of sick leave trod ttre onset ot, __---

:oraj term disability, wlichever is less. .

. . .

61`ri:, of ',liar y in.-Jo:rye bf Social Security benefits (benefit
1 ef fer.tive Iix.murbris after-me:et ofilsalarlity).

.

.

MATERNITY LEAVE
.

Paid by empioyer , LtaVe-renurred 1,,r period of child hearing; benefits provided as '
Y ; sa,. leave

JURY DUTY P..41 by erpolo,,vr .. SupplemeniS jury pay to assure payment t1 your not mat.salary.

HOLIDAYS .

.

Paidby employer

r

Fiscal-year employees, 11 holidays per sere le; academic
year employees, vacation associated with academic year calendar.
"vacation or holiday periods." .

.

i---- ."
MEDICAL AND MAJOR
(11/rEDICAL INSURANCE

Paid by employe'
for Frictilly/P.A,r,
staff rnernoer

Lnw and high options available:'Semi-private rocnn plan, doctors
visits, surgeons' few,. and costs of exteusiv wrvices per
published schedule, (Bus) dew:Went eciverarie adailabie.

'DENTAL INSURANCE. Paid by employer
for Faculty/P.A.T,
staff member

-

Pays 8921, of routine, 50% of major treatment per published
schedule after a-$.125 per person per veal deductible.. Maximum
$1,000 per year, orthodontia lifetime mak May $1,000.
Dependent.coverage available.

1 ...

LIFE INSURANCE
(PrudgotitB ,

Paid. by employer 11/..times salary

ACCIDENTAL DEATH
AND DISMEMBERMENT
INSURANCE-

Paid by employer.
L

.

3 times salary ,

. .

.

.
...,

',,...--"IcT"' ,...
, '--l'aid bO loyer .t ,.

,...., .

SUPPLEMENTAL,
ACCIDENTAL DEAT H .
AND DISMEMBERMENT.
INSURANCE.

_ .

S25,000 additional AD & 0 covercsi for any accident (24 hours
per day, 7 da,, a w.irek). Additional.$25,000 units available
(up to 3 units or F.75,000 additional coverage).

. .

SUPPLEMENTAL LIFE
INSURANCE (TIAN

Paid by in-JR/re:Jai
' Faculty/P.A. T. member

Uprintral dr.creecanirturm ife insurance .

TIAA/CREF
RETIREMENT

Paid by employer -
and Faculty/P.A.T.
Staff member

.

Fully vested program after five years: portable; one year: waiting
period if not assistant professor or P.A.T. staff member,
in Pay Grade 0+.

'.

SUPPLEMENTAL'
RETIREMENT INCOME

.

(CONTENDED)

Paid by employer
.

.
Gi:arantees annual income for facultyai id P.A T.staff membersith-
retire at a§e. 65 with at least 15 years of full-trait, virviceti on a
graduated schedule, inclusive of Social Security and TIAA/CREE.
benefits: 15 years guarantees 53,600, 25 years. $6,000, ReducedN
benefits for retirement at age 62.
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SOCIAL SECURITY Extensive benefits: Retirement, disability, death, dependent
survivors.

Paid by employer
and Faculty/P.A.T.
staff tTtember each 5.85%
up to required amount.

MILITARY DUTY ,.,
.

Svpplements military pay to equal regular salary. One month
maximum per year. .

Paidby employer

VICATH IN FAMILY
LEAVE .

5 days for immediate family,-1 day for other
relatives. '

Paid by employer:

LIBRARY Immediate use
. .

EDUCATIONAL .

,

Individual Faculty/P.A.T. staff member 2 courses.fcredit) each
semester, 1 credit course each summer; half tuition far .

dependents.

,----
Paid by employer

WORKER'S
COMPENSATION

Full pgy for up to one year hir loss of work due to job related
illness or injury plus 100% medical bills paid. Sick leave and
long term disability policy apply after one year in conjunction'
with reduced Worker's Compensation.,

Paid.by employer.
.

.
..

ATHLETIC AND
CULTURAL EVENTS

. .

Reduced rates for some events.
..

.

4

Special prices

o.

1/31/76
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Z.. Emeritus Status Id!

All gular Members of the faculty retiring because of age, after ten or
more "hrs of service, shall-be nominated by the President to the Board
of Tru ees for emeritus appointment, at the rank held at the time of re-
tir ent. As a continuing member of-the University community, the emeritus,

.

fa ulty rtember shall have the following privileges:

'Receive notices of University events,

Receive .a college identification card,

Participate in ,academic processions,

Have faculty privlleAles 'at the Libriry,

Upon request, be assigned office or laboratory space for creative
work, subject to its availability and to the annual needs of the
College and the individual.
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MISC. POLICIES PROCEDURES AND INFORMATION
Section VIII

A. Faculty Mail '7*

1. Campus mail services and mailing faciliti s have been established to
facilitate the distribution of written common ationd concerning Univer-
sity business between units on campus, between anPuses, and to-andrfrom
outside individuals and organizations. The use f these.facilities for
non-University related communications or for per nal gain is not perinitted

2. Faculty mail will be delivered to those buildin s in
offices are located and distributed in mailboxes thee.
to ask your correspondents to send your official mail to
building. Mailboxes shchad be checked at least daily s
mailboxes will be the mannei in which the administrativ
tact fadUlty.members regarding college business except i
cy. Ask your correspondents to address personal mail to

which faculty
You are urged
your respective
the use of these
offices will con-
cases of emergenT
ur repence.

Faculty mailboxes are' for faculty use only. No student ay remove
materials from thee boxes or aace anything therein. Common ations'
from students or outsiders intended for faculty members should e given
to the mail clerk or secretary who will place them in the right pox.
Students submitting work to ,a faculty member should do so in pegs or
place it in the instructor's office.

B. Lounge and Informal Conference Facilities

As the College Union provides lounge facilities and a place to secure
refreshments, thq former faculty lounge (area with the fireplace) in
Russell House will no longer be restricted simply to faculty. Thi$
latter area may be used as a small conference room for various groups of.,
faculty and studentd.. Those using this area in the evening are asked to
check the building doors to insure the security of offices and equipment.

C. Smoking_ in Rounds Hall

Because of the age of this building'and its high susceptibility to fire,
smoking should not be allowed in its classrooms, corridors, or other
places except in offices and in the designated smoking area at the foot
of the west stair well.

D. Use of College Facilities in CoMmunity Service

There are occasions when it is in the interest of the, college and the ,

general'public to participate in.local community activities through the
use of its facilities, equipment or personnel services. Such participa-
tion must not involve personal gain and must have the approval of the
President; Business Manager, or other authorized official as
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to the alipropriateness of the type.of activity mepoled. .-Any:!request
for the use of buildings should be, ade inaccordance with.Paragraph J, .

Section VI and requests for equipment should be,pro eased through the
Business Manager. ,

E. Chaperoning 40, .

It is a part of the responsibilities to the college for each faculty
member to assume his or her fair-share of chaperoning at the various
college social functions. (See Paragraph G,.Section.I.V.).

I

F. Banquets, Dances, and Social Affairs

Each year the Union or other student organizations sponsor several . ,

banquets, dances, etc., to which faculty members may be invited. Mem-

bers atequested to reply promptly to their invitations in order to
facilitate plans for the occasion. Student rates are', in effect for

these affairs unless the faculty member is asked as a guest of the
organization. .

G. Faculty Athletics
,

The faculty is encouraged to make use of the recreational facilities of
the college. Tennis, badminton, billiaids, volley ball, basketball,:
sCiimming, or other types of activities may be enjoyed in the 44me mins
and, athletic facilities.

P
.

In addition, faculty teams participate in the college intramural programs~

H. Revision of the Faculty handbook

1. Revisions to this Faculty Handbook wilI.bemade periodically and
suggestions for revision should be made to the Assistant to the President.

.
2. However, recommendations which Aquire major policy changes should be
initiated through the President, theAdvisory Council, or meetings of
The Faculty.

. 0
. _

I. Miscellaneous Addresses

FOr the benefit of new and relatively new faculty,,, a listing of A ea
iggCtors, dentistl, hospitals, churches, newspapers, and realtors i
provided in Appendix D. This is a random selection for faculty con -
venience only, and should not be conetrued.as a college recommendation
or endorsement of any specific .individual or service.

J. Area Housing

TheDean of Men's office maintains a limited listing of available area
housing for students and faculty. .

K. Professional Organizations

1. ,Individual Membership
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Staff members should be active-in the affairs of some professional
organizations in their special interest fields: The college. ries
to encourage this participation, within the limits of available
funds, by providing some travel expenses to conventions or meet-
ings of professional colleagues.. -

2. American Association,of University Prefessors:=

This organization concerns itself'with academie freedom, eoonomic
welfare, administrative relationships, and other professional -
.interests of college 'Acuity members.

L. College and University Name

The use of the college. and university,name is reserved for the officia1

business of the institution. Faculty and staff should'make clear in
their public utterances whethei they are or are not speaking or writing
as an official representative of the college or university.. ,College and
university stationery supplies may not be used for personal business
or gain (including political activity, and solicitation)', or for business
connected with outstad organization not related to the profesdional
activities for which the faculty or Staff member is paid by the university.

M. Affirmative Action

Plymouth State College is an equal opportunity employer and has an
Affirmative Action Co6mittee, and a detailed AffirmatUre Action Plan
which is available in the business office, the student affairs office,
the office of the'College Dean, and the Library.

N. Clerical Services

1. A limited amount of clerical work, Such ae'duplicatiOn of tests, will
be done for facultylmembers by the office stateth each instructional
building. If you can prepare yOur own stencils or masters; please do M3.
Please be reasonable in the amount of duplicated work you request. All
master copies prepared for duplication by4aculty members must be it the
office not: later than one day before it is heeded. Only the office staff
will use the duplicating and copying machines unless faculty members are
thoroughly familiar with their operation.

2. Faculty members are urged to-plan ahead and make the earliest possible
arrangements for material which, must be typed prior to duplication. Nor-
mally the secretaries should be allowed up to three *ys fog itadb which
must be typed and duplicated.

3. Faculty-secretaries are available in Russell House, Boyd Hall, the -

Physical Education Centers Faculty'Dffice Building #24, and
Silver Hall.

4. Typewriters are ally available for use by staff members within
each department.
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- O. PolicylGoverning Political. Activi/y

The following policy governing eolitical activity was'adopted by the Board
of trusteeS'in 1950. It was rz=ffirmed in 1956, and again in 1964./\

1. The right of assembly and f, eedom of speech. (of University emp1o9ees)
shall be limited Only to the :Ltent applied to other citizens forthe pur-
poSe' of prevepting assembly flr, illegal purposes or the advocacy of over-
throw of government by force;/ such rights shall be .respeCted according to
their Meaning and applicatio/ under law and within the function and prog
of the University.

2. Reasonable use may be-mace q.f campus facility for political meetings and
discussions when conditiOnsi applied to other student groups have been met.

/
3. Outside speakers may be/invited to address such groups on the same basi4
as speakers are invited toladdress other student organizations.

-0
connection with ho ding political office:

4. The University cannipt, E.**, responsibility for views expressed or en-.
tertained by 'either speak rs or groupS, except as stated in Paragraph 1. ,

5. articipation of facul' -members in political action j.a gpverned by para-
grap 1 (B) of the 1940 tatement of Principles of the American Association
of University Professors whith'reads as follows:

iversity teacher is ecitizen, a member of a learned
ficer ofan educational institution. When he speaks
h; he should be free:from institute dnat censorship or

special position in the community imposes special ob-
of learning and an educational officeri he should re-
ic may judge his professiOn and his institution by his
e should at'all times befccurate, should(eXercise ap-

, should show respect fdr, the opinions of others, and
ffort to indicate th?t he.is not an institutional-

.

"The college or U
prbfession, and an o
or writes as a citix
discipline; but:his
l'igations. As a m
member that the p
utterances. Hence
propriate restrain
should make every
spokesman."

6. This policy is in
free discussion of
stitution of the Unite

to express the University's desire to facilitate
oints of view to the extent perthitted by the con
States and/of the state of New Hampshire.

P.-Holding Political 91 fice

The Board of Trustees, on March 21, 1964, adopted, the following policy in

Ca.

"The Board f Trustees-will not object to any member of the faculty
or ptaff of the University running as-a candidate for any political of-
fice. However should the amount of time required by the office or the
candidacy for he office be such as to materially.affect the time the
faculty or st ff member is expected to spend on 6141°11Qrsity post, he
may be requir d'to take a leave of absence arbthe terms and Condition's of

4 his emplOymen may be amended."
#0

This policy was reaffirmed by the Board of Trustees on Septemb r 23, 1974,
with the_foIlowing additional guidance being adopted:

'The Board of trusteeslill continue to igsist that fac lty and staff
members of University System institutions elected'or apPoi ted to serve?
in pUblic'office be held strictly accountable tothe-admin stration and
the Board forsatisfactorY completion of their full-time esponsibilities
on the campus. Where such full-time service is not poss. le in 'light of
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the requirements of any public office, the roard will require the administra-
tion to make satisfactofy adjustments in both'the workload and the salaries
of such employees to assure that all instructionalfadministrative responsi-
biZities are faithfully fulfilled at all times.

-

The Board of Trustees emphasizes that a faculty or staff member of 4py
University System institution, in holding any public-office, speaks and
acts as an individual and is not authorized to speak or act as an official
representative of the University, whether serving in the Stdte Legislature
or on a community governing board."

it

Rev. 1/31/76

7 0
a



BY-LAWS OF LYMOUTH STATE COLLEGE FACULTY

Article I

Name

L

Abe name.of this organi :tion Shall ke The Faculty of Plymouth State
College (hereinafter called tliS Faculty.)

Article II

Object

Under-the leadership OCthe President of the College and subject always
to the approval of the Board of,Trustees of the University of NeW Hampshire,
the Faculty shall have lagi6lative jurisdiction in .all'mattera of Student goV1
ernment and educational polity not otherwise prescribed by the Board of Trustees
of the University.,

(Heference: By-Laws og the Trustees, Article.P.TC, Section 2. Paragraph
2, The Faculty of P.S.C.)

Article III

Members

Membership in the Faculty shall be restricted to those persons employed
_at Plymouth State ,College who hold an administrative office or a faculty rank
specified in Section A, or who are qualified through the procedureS outlined in
Section B.

A. Membership through position
1. President of Plymouth State College
2. Assistant to the President

. Dean of the C011ege
Dean (s) of Instruction

5. Professor
6. Associate Professor
7. Assistant Professor
8. Instructor
9. College Librarian

10. Assistant College Librarian (s)
11. Dean of Student Affairs
12. Dean of Men
13. Dean of Women
14. Business Manager
15. Director of Admissions
16. Director of Public Relations.
17. Director of Alumni Affairs
18. Registrar
19. Supervisor of Computation Center
20. Director of Placement
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B. Qualification procedures for membership
1. The President may nominate a person in a specified office for faculty
membership.

2. Membership shall be obtained by that person for as long as he /shoe re-
mains in the office, as specified, upon approval by the Faculty Welfare
Committee.

Article IV

Officers

A. A Faculty Speaker shall be elected by ballot annually at the last regu-
lar faculty meeting of the year. The Speaker shall assume office at the
first fabulty meeting of the next academic year.
1.,.The Speaker shall preside at all faculty meetings. In the absence of
the Speaker, the President shall preside until the assembly designates a
teMporary presiding offiCer.

2. The Speaker shall prepare the agenda for Acuity meetings in consulta-
tion with the President.
3. The Speaker or his/her designated representative shallbe an observer
to the meetings of the Student Senate.

B. The Predident is the chief administrative officer of Plymouth State Col-
,

lege. (In the President's absence; some administrative officer in'the
chain of command will assume this role.) The President shall be re-
sponsible for providing adequate secretarial service for faculty tind
Advisory Council meetings. This service to include prior distribution
of the agenda and the taking and publishing of the minutes of each
meeting.

C. A Faculty. Observer to the meetings of the Board of Trustees shall be
elected annually by ballot at the last regular faculty meeting of the
year. The Observer shall assume office at the beginning of the nexb
academic year.

1. The Faculty Observer shall attend the meetings of the Board -of Trus-
tees and report periodically to the faculty.. In the absence of the Fac-
ulty Observer, the Faculty Welfare Committee shall designate a temporary
observer.

D. A Faculty Observer to the meetings of the Board of Trustees Educational
Policy Committee shall be elected every other year by ballot at the, last
regular faculty meeting of the year. The Observer shall assume office
for two years at the beginning of the "next academic year.
1. The Faculty Observer shall attend the meetings of the Boar4 of Trus-
tees Educational Policy Committee and report periodically to the faculty.
In the abdence of the Faculty Observer to this committ'e, the Faculty
Welfare Committee shall designate a temporary observer.

Article V
o

Meetings

A. Unless otherwise ordered by the Faculty Welfare Committee and the- Presi-
dent, regular meetings of the fdculty shall 'be held at the call of the
President of the College at the beginning of the academic year in the
fall and in each of the subsequent months of thacademic yearvon the
first Wednesday that College is in se sion. A quorum for a regular fac-
ulty-meeting shallbe the memberd pr sent.

B. Special meetings of the faculty shall be held at the call of the Presi-'
dent of the College or the FaCulty Welfare Committee. Thirty-five (3.5)
faculty members shall constitute a quorum for special faculty meetings.

C. The Student Senate President (or'someone designated by him/her) and five
other students designated by the Student Senate shall be observers to
faculty meetings with speaking rights.
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Article VI

The Faculty Welfare Committee and
The Review Committee

A. The Faculty Welfara Committee has as its functions:
1. To see that the interests of. the Faculty as a group of profession-

al permins are adequately represented.
(Reference: By-Laws of the TrusteesThe Faculty Welfare

Committee.)
2. To approve a person in a specified position nominated by the Presi-

dent for membership, if in the Committee's judgment he U quali
fied,

3. To call a special meeting of the Faculty, if in the Committee's
judgment one is necessary,

4. To cause the Faculty to fill any vacancy in an elective position
as- it arises,

5. To assign one of members to the Personnel Committee of'the
Trustees to deal h policy matters only,

6. To perform such other duties ap specified by the Faculty Handbook
and by these by-laws.

B. The Faculty Welfare Committee shall have five (5) members, four elec-
ted by ballot of the Faculty and one the chairman of the Review Com-
mittee ex-officio. The term of each elected member shall be two years;
Two members shall be elected by ballot at the last regular Faculty
meeting of the year and shall assume office at the beginning of the
next academic year.

C. The Review Committee has as its functions:
1. To mediate professional disputes' involving faculty individuals.
2. To perform such other duties as specified by the Fetculty Hand-

book and by these by-laws.

D. The Review Committee shall have five (5) members, four elected by
ballot of the Faculty and one the chairman of the Faculty Welfare Com-
mittee ex-officio. The term of each elected member shall be two years.
Two members shall be elected by ballot at the last regular Faculty
meeting of the year and shall assume office at the beginning of the
next academic year.

'E. No member of either committee, except the Chairman, shall serve on
the other cdbmittee.

Article VII

The Advisory Council

A. The Advisory Coundil shall meet at the call of the President as-an _Acle
visory body. This council shall act to advise on"proposals before,:'
presentation to the entire Faculty and as an advisory group to4the",
administrative offiCers or some subset of the Faculty or th6 Student .

Senate. (Reference: By-Laws of the Trustees, Article IV C, Sep ion
4, The Advisory Council.)

B. Membership of the Advisory Council shall include the President of the
College (as presiding officer), certain faculty as ex-officio members,
six elected faculty, President of the Student Body, the Speaker of the
Student Senate (or his desigpnted representative), and enough
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students so that the total number of studentb equals the number of
non-students, excluding the President of the College.
1. The ex-officio members shall be thp Assistant to the President,

each Department Chairman, the Dean of the College, the Dean of
Student Affairs, the Business Manager, and the College Librarian.

2. The six elected faculty members of the Advisory Council shall be
elected by ballot by those members of the Faculty not the Presi-
dent or not ex-officio members of the Advisory Council. The
term of each elected faculty member shall be two years with
three two -year positions being filled each year at the last regu-
lar Faculty meeting of the year. The members elected shall as-
sume office at the beginning of the next academic year.

3. The methOd of determination of the student members (other than
the, esident of the Student Body and Speaker of the Student
Senate) shall be accomplished by theStudent Senate.

C. TWe'President shall detetmine'the speaking right of any non - member
present at an Advisory council meeting..

Article VIII

The Student Senate

A. The Faculty delegates through the President of the College. to the Stu -

dent Senate the legislative jurisdiction in matters of the student
government and purely student Affairs. It is understood that all pow-
ers of the student government are deriv9d by delegation from the
President of the College with the advice of the Faculty. (References:
By-Laws of the Trustees, Article V. Section 4, Paragraph 4e. and
A Constitution of Student Government for Plymouth State College,
Article XIII, Delegation of Authority.)

B. The Faculty'Speaker (or someone designated by him), the Dean of Stu-
dent Affairs (or someone designated by him), and four other faculty
designated by tile Dean of Student Affairs shall be observers toStu-
dont Senate Meetings with speaking rights.

Article IX

Committees

A. The following committees with composition as indicated, shall be ap-
'pointed annually by the President near the beginning of the academic
year. Faculty appointments shall be subject to review by the Com-
mittee on Committees. Student appointments shall be subject to
approval by,the Student Senhte. The duties of each committee shall
be as outlined in the.Faculty Handbook.
1. The ADMISSIONS POLICY COMMITTEE is composed of the !lean of Stu-

dent Affairs, the Associate Dean of Instruction, the Director of
Admissions, two faculty members appointed to three-year terms
(one for an initial two-year term), and two students selected
by the Student Senate. The Committee elects its chairman.
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2. The STUD PERSONNEL COMMITTEE is composed of the Dean of
Student Personnel, the Dean of Men, the Dean /of Women, three
faculty members appointed to three-year terms (initially appoint-
ed to one-year, two-year, anf three-year terms), and three stu-
dents selected by the Student Senate. The chairman of the com-
mittee is the Dean of Student Personnel.

3. The' INFORMATIONAL RESOURCES COMMITTEE is'composed of the Head
College Librarian, the Computer Center Supervisor, the Media
Center Director, tpe'Associate Dean of Instruction, four faculty
members chosen to/represent the areas of Humanities, 'Natural
Sciences and Mathematics, Social and Behavioral Sciences, and
Education and Physical Education and Business, and four students
selected blWthe Siudent Senate: Facaty'appointmehts are for
three-year terms (initially appointed by one one-year, one two-
year, and two three-year terms). The committee elects its
chairman.

.

4. The SPECIAL EVENTS COMMITTEE is composed of the Assistant to the
President, the Director of Public Relations, three faculty mem-
bers'appointed to three-year terms (initially appointed too one -

year, two-year and three-year terms), and three students selected
by the Student Senate. The committee elects its chairman.

5. The MERIT SCHOLARSHIP COMMITTEE is composed of the Dean of Stu-
dent Personnel, the Director of Admissions, -2.ur faculty members
chosen to represent the areas of Humaniti s, Natural Sciences
and Mathematics, Social and Behavioral S. ences, Education and
Physical Education and Business; facult, ppointments are for
three-year terms (initially appointed one one-year term, one
two-year, and two three-year terms). e committee elects its
chairman.

6. The HONORS COUNCIL is composed of the D of the College, the'N%
Associate Dean of Instruction, five faculty members appointed
to three-year terms (initially appointed to one one-year, two
two-year, and two three-year terms). The committee elects its
chairman.

7. The FACULTY LOAN COMMITTEE is composed of the Demi of the Col-
lege, the Business Manager, and three faculty members appointed
to three-year terms (initially appointed to one-year, one two-
year and one three-yedr terms). The chairman of the committee
is the Dean of.the College.

8.
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9. The BUDGET PLANNING COMMITTEE is composed of faculty members
selected by the President. The chairman of the committee is
the Business Manager.

10. The EQUAL EDUCATIONAL. OPPORTUNITY COMMITTEE is composed of:the
chairman of the Curriculum Committee, the chairman of the
Student-Personnel Committee, the Director of Admissions, two
faculty members appointed to three-year terms (initially appoint:-
ed to one two-year and One three-year term), and two students
selected 'by the Student Senate. The committee elects its
chairman.

11. The PLANNING COMMITTEE is composed of the Plymouth State Ccbllege. )

alumni representative to-the Board of TrOstees, the'elected
faculty representative to.the Board of Trustees, the Assistant
to the President, the Student Body President, two students of
Junior Class status or above selected by the Student Snare,'
and three faculty members appointed to three-year termSlinitial-
ly appointed to one-year, two-year, and three -year terms). The
committee elects its chairman.-

12.. The PARENTS' DAY COMMITTEE is composed of three faculty members
appointed for three-yearterms (initially appointed to one-year,
two-year, and three-year terms), three students selected by the
Student Senate, and the Director of,the Student Union. The com-
mittee elects its chairman.

13. The ATHLETIC. COUNCIL:
a.. Composition: The council is,composed of.the Chairman of-the

Physical Education Department, the immediate administrator
of the intercollegiate athletic program, one coach elected
by all coaches, four faculty members excluding Physical Edu-
cation tepartment members, and four students selected by
the Student Senate. Two of the faculty members are men and
two are women; all are chosen to be broad lot representative
of the interests of the college; one of tie faculty members
is a graduate of Plymouth State College. The faculty term
of service is three years (two initial terms are for two
years). Two of the four students are men and two are women;
not more than two student members are Physical Education
majors. The Business tanager is a special-consultant to the
council. The council elects its chairman; no member of the
Physical Education Department may serve as chairman. Regular
meetings, at least monthly, are held. The agenda is prepared
by the Chairman of the,Councilewith the advice and concur-
rence of the Chairman of the Physical Education Department
and the immediate administrator of the intercollegiate ath-
letic program.
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1. Makes poli (with the consent
:

of the President and the
facult1) cdffeerning intercollegiate programs:
i

(a.) Decides overall intercollegiate issues: number of
varsity teams; addition or deletion of varsity sports.

(b.) Gives advance approval of schedules; monitors balance
among schedules and between schedules and academic
programl.

.(c.) Formulates policies concerning recruitment..
((.) Monitors fund expenditures."
(e.) hdvises concerning awards.

2. Makes recomMendations to the President or the faculty .
concerning policies connected with athletics when, in the
council's judgment, the issue merits broader discussion than
is-available within the council proper.

3. Advises those concerned about public relations or image-'
making for the college as a whole with respect to athletics.

4. Adjudicates disagreements concerning interpretation f
policies, use of facilities, or expenditures of fund where
intercollegiate issues are concerned.

5. Adjudicates disagreements concerning use of facilities if
conflicts arise between intramural programs and intercolle-
giate programs. -

6. Recommends to the Committee-ofi Committees any further
functions which in the judgment of the AthleticCouncil re-
quire policy decisions in these areas.

O

. B. Special (or Ad Hoc) committees shall be determined by the faculty as
the need arises.

_

C. The President of the College is an ex-officio member of all committees
under this article and shall be'notified of meeting times and 'places.

D. Committee on Committees
1. A Committee-bn Committees shall be appointed by the Faculty

_Speaker in consultation with the President of the College, whose
composition shall be six members, one from each of the following
major organizational divisions of the college: Humanities
(including philosophy), Social Science (including psychology),
Natural Sciences. and Mathematics, Education '(including physical
education and business), Administration (including library
staff), and Student Senate.

2. Members shalt determine their own chairman and Meeting schedule.
The tetras of service of each of the members shall be determined
by them in such a manner that no member shall serve more than
three consecutive years, but that, following the year of its
establishment, the committee shall have no less than three active
members who have served in the preceding year. New appointments
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or replacement of members unable to serve shall be made by the
Faculty Speaker in consultation with the President of the College.

3. The functions of the Committee 6h Committees shall be as follows:
a., To review the function, structure, and compositken of exist-
ing committees (with the ex9ption noted Under 4. below) with a
view to recommending chang6 where such changes may seem desirable.

. b. To recommend the formation of new committees where it may seem
necessary,in the performance of some functions not provided for, in
the existing committee structure. ,

c. To recommend the disestablisment or reorganization of committees
which have become unnecessary or redundant.

d. To coordinate the activities of the other committees with a
view to smoothing their interaction and eliminating overlap in
their respective areas of function.

e. To make periodic reports to the faculty concerning its activities.

4. The committee-on Committees shall be concerned with all standing and
ad hoc committees with the sole exception of the Faculty Welfare Committee.
No functions of the Committee on Committees shall be interpreted as having
reference to the Faculty Welfare Committee.

E. Curriculum Committee - The'Curriculum Committee is composed of twelve
members.

1. COMPOSITION: The Dean of the College; the Associate Dean of
Instruction; the Registrar; the Chairman of, the Education Department;
five faculty members not department chairmen, selected from the fol-
lowing areas; one from the Humanities, one from the Natural Sciences and.
Mathematics, one- from the Social and Behavioral Sciences, one from Edu-
cation, Physical Education, Business, and one from-the Library; three

members selected from the student body, to be chosen by proOedures es-
tablished by the Student Senate.

2. SELECTION: The Faculty Speaker, with the concurrence of the President
of the College, will present to the Nominating and Balloting Committed,
three nominees for each faculty-position. Election is by majority vote
of the faculty of all those present and voting. -Replacement members are
chosen as needed by the samd procedure to serve out unexpired terms.
Regular elections are held at the last regular meeting of the faculty
in the spring.

3. TERM OF SERVICE: Elected faculty members `serve four-year terms.
Members of the initial committee wila,a ge shorter terms for some
members to insure maximum continuitY g the elected faculty. Except

for election of the initial committ and the member from the Library, one
faculty member is elected each year.

4. ChAIRMAN: The Chairman of the Committee is elected annually by
the members.

5. CONSULTANT %: The committee may ,a11 in as many consultants ,as often
as it wishes.
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6. DUTIES:

a. The committee considers and approves or denies by its own

authority all minor* changes in curriculum. The committee PIA
lishes minor changes,by distributing copies to all members of

the faculty and administration, to the officers and senators of

the Student Senate, and by posting copies of the changes on the

bulletin boards in Boyd Hall, Lamson Library, the Physical Edu-

cation Center, Rounds Hall, and Silver Hall. Abtion on minor

changes becomes official on the twenty-first day after the ac-_

tion is posted,-unless a member of the college community lodges

an objection to the change with the Faculty Speaker before the

twenty-first day.

b. The committee bringe before the4aculty the comMittee's
recommendations concerning all proposed major* curriculum
changes.

c. The committee periodically reviews the college curriculum

in its entirety and makes recommendations concerning revision.
*Major and minor are dichotomously defined by the operation of

the system. A change is major (a) if at least one member of

the committee maintains that it is major, or (b) if any member

of the college community requests of the Faculty Speaker, within

twenty days of posting, that a posted minor change be brought

before the entire faculty. A minor change, then, is any change

that all members of the Curriculum Committee deem minor, and that

no other member ofthe college community objects to.

G. Administrator gele4tion Committee

1. The committee shall be composed of five faculty members and two

students. The faculty members sciall be elected at the last regular

faculty meeting ofthe year to serve for three-gear term's. The stu-

dent members shall be selected by the Student Senate.

2. he committee shall be &volved in the selection of academic and

student affairs administrators,. Lilo /c 7''r: /0,A1 clec- -3'cli ////</6

H. Nominating and Balloting Committee

1. COMPOSITION AND SELECTION: A committee of five (5) appointed by

the Committee on Committees from among volunteers who have responded

to a request put out by the Committee on Committees. This will be

done during December of each year. o

4

2. TERM OF SERVICE; The committee will cease to functi on after the

results.of-the,election are posted and announced at the last faculty

Meeting in the spring: If, for any reason, elected faculty members

must be replaced on a committee before or after an election, tis° will

be done by nomination and election from the floor during a faculty

meeting.

A-9

Rev. 1/2/75

7 9



3. DUTIES: Set up.a timetable for the following functions:

a. Prepare nominating forms for committees that have positions
open. and circulate forms to faculty;

b. Collect the above forms;

c. Circulate list of names of nominees to faculty with enough time

for any nominees who do not wish to be nominated to remove their
names by informing the nominating committee;

d. Make up sample ballots and post on all office building bulletin
boards; "

e. At the last faculty meeting, conduct an election using prepared

. ballots.

4. ELECTIONS:

a. This method will be used for all committees whose members are
nominated by the faculty.

b. The membership of the Curriculum Committee will be determined, as
it presently is with dne change--the names of the nominees shall be
presented to the Nominating and Balloting Committee by the Faculty
Speaker, and the names of these nominees will be placed onhe ballot.

I. Committee on Continuing Education

1. COMPOSITION,: The Director of Continuing Education; thirteen faculty

members, one from each of the following departments: Art, Business:

Education, English, Foreign Languages, Library, Mathematics, Music,
Natural Science, Philosophy, Physical Education, Psychology, and Social
Science; one undergraduate student, and one graduate student.

2. SELECTION: Faculty representatives shall be elected by,each depart-

ment in the spring term before the last regular faculty muting so that
the names of representatives'may be announced at that meeting. The

undergraduate student representative shall be selqgted.Vy-the Student
Senate. The graduate student representative shall be selected by the
recognised members of the graduate student body. The Director of Graft-

ate Studies shall lice responsible for setting up the selection machinery.
Replacement members shall be chosen by the same procedures to serve out
unexpired terns of faculty and student representatives.

3. TERMS OF StRVICE: The Director of Continuing Education shall be a
permanent member. Faculty representatives shall serve two-year terms.
Members of the initial committee shall arrange by 04p for six of the
faculty to serve one-ear terms.

4.. CHAIRMAN: The Chairman shall be elected by the Committee on
Continuing Education.

5. FREQUENCY OF MEETINGS: The Committee shall meet at the call of either
the Director of Continuing Education, the Chairman, or a majority of the
members.

6. DUTIES: The duties of the Committee shall be to advise and assist
with the formulation of policies, procedures, and programs relating to
dontinuing education. The Committee shall make repommendations to the
President and/or faculty when issues deserve discussion outside of the

Committee.
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Article X

Parliamentary Authority
.0

The rules contained in Robert's Rules of Order (Revised) shall govern

the faculty in all cases to which they are applicable, and in wch.they
are not inconsistent with these by-laws or the By-Laws of the-frustees

of the University System of New Hampshire.

Article XI
A

Amendments

A. Those by-laws may be amended at any regular faculty meeting by a vote

of the majority of the entire membership, or by a two - thirds vote of,_

those voting, whichever is less.

B. These by-Aaws may be amended at a special faculty meeting by a vote

of the majority of the entire membership.

1
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V

GENERAL DUTIES OF FACULTY COMMITTEES

1. Admissioils Policy Committee DeVelops and executes plans for fective
recruitment of.the type of-Student who should be successful in e of the
college programs>11.

2. oAdvisory.Council - Se Paragraph A, Article VII of the Faculty By-Laws
(Appendix A.) -

3. Athletic Council,- See paragraph A.14, Article IX of the FaCulty By-Laws
(Appendix. A.)

Budget Planning Committee --Reviews budget requests submitted by depart-
_ ments, sections, and offtcds, and recommendi pitorities for the allocation

of. available funds.

5. Committee on Committees - See Paragraph E, Article IX of the Faculty By-
Laws (Appendix A.)

6. Curriculum Committee - See Paragraph F, Article IX of the Faculty By-Laws
(ApPendix A.) . .

7. 'Equal Educational Opportunity Committee. - To recommend policies which will
facilitate maximum opportunities for all, regardless of race, sex, origin,
or beliefs.

8. Oactilty Loan Committee - See Paragraph 0, Section VII.

r#" 9. FaCul'ty Welfare Committee - See Paragraph A, Section VI of the Faculty By-
Laws 4(Appendix A.)

46(

0. Graduate Council - Recommends policies and procedures governing progreb-.
sive development of our graduate program. Establishes standards fonap-
ceptance of candidates for the program and passes upon the attainment of
program objectives. See By-Laws of the Graduate Faculty, Appendix E.

0
a. The Admissions Policy Advisory Group A sub-committee of the Graduate
Council. See Appendix E, By -Laws of thelGraduate Faculty, Article VII,
Paragraph A.1.

b.The Evaluation Advisory Group - ZAub-comMittee of the Graduate Council.
See Appendix Ei By-Laws of the Graduate Faculty, Article MII, paragraph A.2.

11. Honors Council - This committee of five serves as'the policy recommending,
body for honors programs.

".

12. InfOrmational-Resburces Committee - Advises the College Librarian, the
Media Services Coordinator, and:the Director orth'e Computer Center; Recom-
mends policies

L.& APPENDIX g
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13. Merit Scholarship Committee-- To screen appropriate candidates aqd recom-mendMeiit Scholarship. Recipients.
0.

14. Parents' Day Committee - Plans and effects annual Parents' Day program.

dzo

15. PlanniCommittee - To monitor and coordinate institutional'planning
-progress and taP recommend new planning objectives and priorities.

16. Special Events Committee - Members act as a resour e pool to advise, plan,and execute those special events directed by the President.

177 Student Personnel Committee- Advises the Presid nt, deans' and.the Ad-visory Coundil on matters involving student welt re.

18 Review Committee - See Paragraph C, Section VI f the Faculty By-Laws
. (Appendix A.).

-19. Administrator Seleotion Committee:- See ParaTiLaph G.2, Section IX of the
Faculty By-Laws (Appendix A.).

20. Nominating and Balloting'"committee - See Paragraph H, Article IX of the
Faculty.By-Laws (Appendix A.).

21. -Administration Evaluation Committee - Develo s and exec es ans forthe effective evaluation of those administrators listed in Article IIIof the By -Laws of the Plymouth State College Faculty,

22, Committee on Continuing Education - AAist the Director of ContinuingEducation in planning"for evening, summer,. interim, and special programs..
To recommend new and reisesi policies and procedures.

GENERAL DUTIES OF OTHER COL_ LEGE COMMITTEES

1. Colleg nion Board - To'advise the birector of-the Student Union and'tOw and recommend on,Union operational policies and procedures.

emic Dismissal Review Committee - To review appeals for reinstatement
f om students who have been academically dismissed and desire readmissionto the College.

3. Computer Users Committee - To coordinate and facilitate computer usage atthe College. To recommend revised systems and equipment. o

4 Advisory Council. on Discipline - To serve as an appeal bo, d for any mem-
ber orthe student body wild feels seriously aggrieved by a decision of the-Judiciary Boards

.5. ative Action Committee,- To monitor the College's Affirmative Actionprogiv d torecommend new and revised policies and procedures;
.

6; Safety Committee - To recommend policies by which the College can'best
"Conform ta:federal and state safetyreulations.

Rev. 1/31/76
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o PROMOTION AND TENURE GUIDELINES

1. Promotion and TenureoGuidelines

The decision to promote and/or tenure a faculty member at Plymouth State
College is based upon four criteria:

A. Competent teaching or librarianship

B. Scholarship,and/or performance

C. Service

) D. Eligibility

The Rurpose of these guidelines-is to specify procedures by which .a
faculty member is to be judged in'these four areas and to establish some
uniformity among the° Various departments without removingfrom the depart-
ments the initiative and respOnsibility which is rightfully theirs. The
primary goal of the guidelines is to establish fair and impartial proced-
ures by lich faculty may be judged.

2. °Method

A. Each Faculty member who is to be promoted and/or tenured is.to be
evaluated at four steps or'levels. These are:

(1) His department's PromotiOn and Telre Committee
(2) His department chairman °

(3) The Dean of the College
(4) The President of the 'Coliege

The candidate will be evaluated byteach of these levels, in order,
with the result -Rf the evaluation, at each 'step, available to the suic-

. ceeding,step. Thies is to be done according to the timetable presented
in Enclosure 1. Each evaluation level is to make a written report
citing their recommendation and the reasons why such a finding was
reached, including data upon which their reasoning was baged. Ths
report is to be given to the next evaluation leVerandia to be de
available to the faculty member under consideration.. Each evaluation
level is to review the'recommendations given to it, to add any perti-
nent datasnot previously, considered and to make a recommendation based
on She total. If its recommendation is in conflict with a recommenda.,
tion made by a evaluation level which has preceded it, the evaluator(;)
isClare) obliged to schedulea meeting between the two levels in disa-
.greement tp_IMpldts these differences. If the differences are not
resolved by this joint meeting, the evaluator(s) is. (are).to contain inn
his (their) report; a full explanation of the reasons for the differing
recommendations.

. N

B. The department's Promotion and Tenure Committee wilt] cons
I
ist of no .

more than five members: It is the responsibility of each department to
decide by vote, commv.ttee composition and membership. The department phall

,
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also decide upon the operating procedUre for the committee, observing the
guidelines' presented herein, striVing,to maintain similarity,among the
various departtents,of.the college. ,Since department chairmen provide a
separate evaluation level, they should not be part of the departmental
committees. /s.

0 , A _

C. At the beginning of the evaluation process; the Dean of the Coillege
will provide for the Departmental'PromotIon and Tenure Committee any
necessary information contained in the candidate's personnel folder.

4

D. Based upon the reports of all-previous evaluation levels and his
own evaluation, the President of the College will make a finalbrecom-
mendation to the Board 8f Trustees. At this time, he will alsOreport
to each evaluation. level which considered the candidate, and to the
candidate, the final recomirndation and..the reasons and facts upon

'which it is based. .

3. Elaboration of Criteria

A. Competent Teaching or Librarianship T- -,Each faculty member whose
duties lie in these fields, is expected tokbe a competent teacher or a
competent librarian. Serious deficieddy in this area bars plomotion
and tenure. Competency of.teaching is to be jidoed at appropriate
evaluation levels based upon the opinions of appropriate groups of,
persons to include:

%.
% (1) The faculty member himself

(2) Students ,

(3) Colleagues of the faculty me er under consideration
(4) The appropriate department d irman .t
(5) The academic deans and the President of the College

Com-getency in librarianship is to be evaluated by:

(1). The library faculty member
(2) Library users
(3) The library professional staff.
(4) The College Librarian -07

(5) The academic'deans and the President of 4le College

Self,Evaluation -- Each year, ever?faculty member who is a potential
didate for promotion and /or tenure, should present to and disodss

- his department chairman a,seg-evaluation report (Enclosure 2L This.
report is the faculty membetIPS view of his accomplishments of year.

These reports are to be available to each evaluation level.

C. Student Evaluation --.Each faculty member who is a potential candi-
o) date'for promotion and/Or tenure should be evaluated' by each of his _

classes, each semester, using:the student evaluation form presented at
Enclosure 3. These evaluations form the raw data upon whidh the recom-
'mendatiOns based upon-student opinion may be forted.

D. Colleague Evaluation -- At the time of consideratioh for promotion'
and/or,tenure, the Departmental Promotion and Tenure(Committee is

7/1/74, C-2
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9.

\ °
charged with obtaining information abOut the candidate's teaching
from the candidate's colleagues. The definition of precisely who the
candidate's colleagues are is left to each department's comMitteep

'However, a list of who is included s partof the data, and may be
-challenged by other evaluation- levels or tSS-candidate. Usually, col-
league (ill this sense) means fellow department members.

E. Department Chairman's Classroom Evaluations -- Every year, the ap-
propriate department chairman should visit the classroom of each faculty
member who is potentially eligible for promotion or who has not
received tenure. They should report their evaluations in the manner
specified by the Chairman's Evaluation Form presented in Enclosgre ,

These evaluations are to be the raw data upon which this aspect of
teaching competence is to be judged, and should be available to each
evalhation level.

F. Dean's and/or President's Classroom Evaluations -- In cases where
they are invited to visit some experimen 1 or especially interesting
teaching, or in other cases where their in pendent initiative seems to
indicate its desirability and wisdom, acade is deans or the President
may make similar evaluations to those of the Department Chairman. 1

ob. Evaluation of Librarianship -- Librarians will be self-evaluated
according to the'ma9er described in Paragraph 3.B. (above). Student
evaluhtion as described in:3.C., is not appropriate to librarians;
howeveA, at the time of consideration for tenure, the library's Pro-

d(
motion and Tenure .Committee is charged with obtaining-library ser

hevaluatio of the candidate's performance, if his duty inclu s inter.= -

"action with library patrons. Evaluation'S of librarianship by the library
professional\ataff and the Cpllege Librarian ,are to be obtained in
analogy to Paragraphs 3.D and 3.E. except that the 'evaluation form
used is not that presented in Enclosure 4, but rather are specific to
librarianship and aie presented in Enclosure 5. This inclddes form
for gathering colleaquk opinion, which 'Should be used with presen-
tative sample of faculty users of the librarian's services.

H. Scholarship -- Each faculty member'is expected to be involved in a
scholarly manner in hiS chosen field. It is the responsibility of the
Department Promotion and Tenure Committee to establish some basis for .

judgment of the candidate's effort and success in this area. Publica-
tions should be judged with special importance. Lack of or scarcity
of publication may not be equated with lack of scholarship, nor, on
the other hand, may publications be used us de facto proof of real
scholarship. Quality as Veil as quantity should be evaluated carefully.

I. Performance Those faculty whose responsibilities include per-
formance (see 3.K.) (for example: artists, theatrical directors, musi-
cians, coaches) in addition to or instead of%scholarship are to be
evaluated on"4the quality of their iefforts. This is a highly indivi-
dualized matter specific to each field,and must be judged accordingly.
It is left to those departments (for example: Art, English, Music,
Physio4 Education) to formulate guidelines for judging performance
approprakte to their discipline and to present these to all members

7/1/74 C-3
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whose responsibilities lie partially in this mode and to make th quideT
lines available to all evaluation levels,

J. Service -- Each faculty member is expected tobe of service to the
college and to the community wherever service to the people of New
'Hampshire, on behalf of thecollege, is needed. This latter should not
be confused with community service or civic participation d6ne as a
private is the charge of the Departmental Promotion
and Tenure Committe to ascertain ways in which the candidate has dis-
charged this function. They should prcoiide'factual.basis for their
own recommendations and for the use of other evaluation levels. Such
facts may be obtained, for example, from the candidate'S,self-evIaLuation
or records ofPthe Dean of the College'(committee assignments, etc.).
Attention should be given not merelyo formal positions of service*.
(committee memberships, etc.), but of actual contributions An each
position. ,

.

.

K.'"Emphasis Given to Each Category -- At the. time of joining the college
faculty, it should be made clear to each'f4ulty membeee-as
as to his department chairman and the Dean oftheGollege,;:the,iespon-:
sibility the faculty member bears in each of the4varicius:Categoriefa
for being of value to the college, i.e., the approximate weight,
assigned-to each in his evaluation. This is an individual matter,
specific to each faculty member, and is. determined bOth by departmental,
and college-wide needs as well as the faculty member's interest and
particular; abilities. Such agreement should be in writing. in broad
outline, and will determine the approXimate weighegiven to the category
during evaluation. Clearly, the needs of the department&andthe college7
and the interests of the faculty may change. If such at:114gge. NV

mutually acceptable, it should be noted formally so thakra person is
not judged against improper criteria. All faculty have someieSponsi-
bility in each area. As befits an institution such as PlyMouth State
College, the majority of each person's responsibility lies in the area
of teaching, however, within, this general framework, the mix of respon
sibilities is an individualized matter, with college needs necessarily
taking precedence over individual desires when there is a conflict.

A

L. Department Chairmen who are potential candidates for promotion and/
or tenure will follow these guidelines except that the academic deans
will replace the chairman as the classroom evaluators.eAlso, evaluation
level 2 (Paragraph 2.A. (2) above) would not be appropriate in this case
and would be bypassed..

4. Eligibility for Promotion and/or Tenure

A. ANY FACULTY MEMBER WHO, IS ELIGIBLE FOR PROMOTION .AND/OR TENURE,
AND. WHO DESIRES CONSIDERATION, IS AUTOMATICALLY A CANDIDATE AND IS TO
BE EVALUATE FOR SUCH CHANGE IN STATUS YEARLY, UPON HIS INDICATING
HIS DESIRE TO THE CHAIRMAN OF HIS DEPARTMENTAL PROMOTION AND TENURE
/COMMITTEE.

B. The result Of the yearly evaluation may take three'forms:

7/1/74 C-4
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(1) Recommendation
(2) Recommendation

contract
(3) Recommendation

of promotion and/or tenure
(in the case of non-tenured faculty) of terminal

of no change in status at the present time

A recommendation of no change in status does not imply that the
faculty member concerned is not adequately performing his responsibili-
ties. It merely states that, at this time, thete is not sufficient
reason to arrive at a decision to promote, tenure, or terminate. Part
of the evaluation process should include a discussi with the candidate'
of the manner in which his duties have been perform . (See annual
evaluation in Paragraph 5.)

C. If a department chairman or dean feels that a terminal appointment
should be given to a faculty member who is not eligible for promotion/
tenure considerations, they may direct the departmental committee to
consider such action. The findings of the Departmental Promotion and
Tenure Committee are then forwarded as in consideration for promotion
and/Or tenure considerations. In this events the specified dates in
the timetable may not beyertinent but should be in accord with AAUP
policy. recommendations.

D. Eligibility -- At the time of joining the Plymouth State,College
faculty, each faculty m r will be given by the Dean of the College
a statement specifying the n ears of experience in his rank
with which he is being given credit for promotion and tenure purposes.
This starting point is based upon previous teaching experience and/or
other equivalent experience.

E. Instructors are not eligible for permanent tenure, but are eligible
for promotion consideration in their third year, or if their quallifica-
tions change. A decision to promote or give a terminal contract must
be made no later than during the sixth year.

F. An assistant professor is eligible for,tenure consideration during
his third year at Plymouth State College. A decision to give tenure or
a terminal contract must be made no later than during his sixtllyear at
Plymouth State College.

G. An associate professor, promoted to thisrank, is appointed with
tenure if he hasIbeen a member of the Plymouth State College faculty
for three years (at the time the promotion takes effect). An asso-
ciate professor newly appointed with that rank is e4gible for tenure
consideration during his second year of service at Plymouth State Col-
lege. Tenure or terminal contract for all associate professors must
be decided upon'no later that during their fourth year at Plymouth
State Colleg4. An associate professor is eligible to be considered for
promotion to professor'in his fifth year at that rank.

H. A professor promoted to this rank is appointed with tenure if he
has been a member of the Plymouth State College fact' for three years
.(at the time the promotion takes effect). A faculty member newlysap-
pointed with the rank of professor is eligible for tenure considetation
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during his second year at Plymouth State College.. Tenure or terminal
contract for all professors must be decided no later than during their
fourth year at Plymouth State College.

I. In addition to these length-of-service requirement for eligibility,
the candidate, in order,to be promoted and/or tenured, must meet -the
educational requirements for the rank to which he'aspirese.;

Instructor: Master's degree
Assistant Professor: .Master's degree 30 hourP

_

Associate Professor: Doctorate or other terminal degree
Professor: Doctorate or other terminal degree 4

J. In the event that, in the opinion of all-evaluation levels, a faculty
member has an excellent reputation for service to the college, or at

"leastja statewide reputation as an eminent teacher/scholar, The waiting
period and degree qualifications may be Gaived except as provided below
for all ranks lip through the Associate Professor. To be promoted to the
Professor level, in the event that in the opinion of all evaluation' levels
a faculty member has a national reputation as an eminent-teacher/scholar,
the waiting period and degree qualifications may be waived. In any event,
unless the time limit is waived by the Board'of Trustees, a person must
serve at least one full year at Plymouth State College before beibg
eligible for consideration.for tenure.

5. Annual Evaluation

4. Every non-tenured faculty.member'shall receive from his department
chairman'a yearly letter of evaluation.- A copy should be sent to the
Dean of the College. Every non -tenured.faculty member within two years
of a tenure decision shall likewise receive from the Dean of the College
a yearly ldtter of evaluation. The letter should state his\bases for the
evaluation. Every non-tenured faculty member within two years of a tenure
decision shall be'entitled tola joint personal conference each of the two'
years. with the Dean of the College and the chairman of the department, to

pexchange views in his rogress, in his assigned position.

B. These letters should be signed by the fapuitY member with a state-
ment acknowlecWng receipt but stipulating that the faculty member does
not necesparilragree with the contents. ,The faculty member should bet,
allowed to append to these letters (which are, to become part of his
permanent file) a,letter of comment upon the .Dean's and chairman's remarks.

providedcopy will be pvided ior the facUity-member's files. AF

.41.6

6. Disposition Of Evaluative Materials

t The. President's final recommendation and all\data upon which it is
based become part of the candidate's personnel' file. At any time prior to
the President's final recommendation, the candidate may withdraw himself from
further consideratiod. Should he do thisvhis Promdtion/Tenure Recommendation
Foldeeand all materials generated by it, shall be returne to the person
originating them.

-

4
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Enclosure 1

Timetable

, *

December 1 Department Promotion and Tenure Committee recommendation
due for each'eligible candidate

December'20 Department Chairman's, retommendation due

January 15 1,Dean of the College's recommendati6ns due

January 30 President's, decision upon recommendations due

J

On the due date, evaluation level must:

1. s its recommendationOn to the next step
2. Notrlythe candidate of its recommendation and the basis for it

7/1/74°
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Enclosufe 2

Faculty Annual Report Sheet

Report is to be submitted by faculty member to Department Chairman by
. November 15 of each year; Department Chairmen are to submit report sheets

for members of their departments to the Dean of the College by December 20.
Do not repeat previous year entries. List' achievements and activities_as
of this year. Persons new to the Plymouth faculty are regrsted to make
this cumulative.

Name:

1. Publications

Department:
Date:
Year - deported on:

Title
. Journal.-

2. Research

Brief description including its relationship to your Professional
growth and teaching. How much Was' involved?

.

3. Committee Assignments

List bot1 college-wide and departmental committees.

Name Approximate hours Work required outside
meeting per Month of-meeting

4. Advising

(a) Number of -advisees
o

(b) Number of,masteir's candidates

(c) Campus activities (list)

4

Time involved monthly in advising

Approximate total time involved
. .

4
Time involved per month

a

441. . Performances and Events 11 I

If applicable, list pe rformances (musical, thedtrical, art exhibits)
participat and manner of participation and sports coached.
ApproximSt the total time involved for'each.

7/1/74 4
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.Enclosure 2 (continued)

.6. New Programs and Innovative Teaching

List new programs and courses you have helped develmstaiting the
extent df your participation and the time involVed.

7. Professional Growth

tcOnfezendes,attended, participation-in Workshops and institutes,
es taken, etc.

r
8. Activity in Professional Organizations

Memberships held?

Offices held? 2

/-
9. ProfesiOnal Activities-

Consultantships, speeches given, etc.

p

10. Community Contributions' (participation in civic affairs on behalf of
the college)

,

. 11. Miscellaneous Comments

List any other items pertinent. to your responsibilities as a Plymouth
State College Faculty members,

7/1/74
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Enclosure 3

The Student .Evaluation Form

Student Questionnaire:' Student' evaluation of instruction

"Bear in mind that these are your opinions, if you have no basis for
such, or if the question does not apply to your case,. leave the response
blank. Your responses are to be made on the accompanying computer. sheet,
use a soft lead pencil and don't sign your name.

Part A: YOur response to each of the questions 1-5 should be:- 1 -poor;

2=below average; 3=average; 4=above average; 5=excellent.

1. Does the instructor provide effectively for the development pf
appropriate skills in the subject area?

2. The instructor's ability to explain Course material is:

`3. The instructor's interest in the subject is:

4. The instructor's knowledge of the course material is:

5. The instructor's organization of course material has been: .

Part B: Your response to each of the questions 6-26 should be: 0=not
applicable; 1=never; 2=infreguently; 3=freguently (meant to be
an "average" rating); 4=nearly always; S=always.

1

6. Does the instructor allow students to express their own views
without fear of reprisal?

7. Does the instructor show responsibility in meeting class?

8. Does the instructor demonstrate enthusiasm for subject? '

9.'Does the instructor make himself available to studentsputsiae class?

10. Has the instructor 2een fair in his dealings with you?

11. Does the instructor exhibit a friendly and approachable attitude?'

12. Does the instructor create interest stimulate thinking in students?

13,. Does, the instructor present material in terms that are understandable
to students?

14. Doer, the instructor make reasonable assignments that are helpful in
roma:1g the understanding of subject matter?

15. Does the instructor give meaningful answers to questions?

7/1/74
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c.

- Enclosure 3 (continued)
ges&t

16. Are classes an aid to your mastery of the subject matter?

17. Are course objectives clearly stated?

18. Does the instructor stick to the subject matter rather than use the
class as a forum for the instructor's personal opinions about topics
bearing little or no relationship to the subject?

3
19. Does the instructor stimulate an interest in learning?

20. Does the instructor use the class time effectively?

21. Does the instructor seam concerned about your intellectual develop-
ment?

22. Does the instructor assign grades fairly?

23. Does the instructor commuracate a knowledge of the subject matter?
. .

24. goes the instructor clarify course objectives?

25. Does the instructor construct tests that consistently/measure
course materials presented?

26. Does the instructor communicate the relevance or significance of
subject?

7/1/74
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Enclosure 4 ...

-.

Visitation Report, Evaluation. of Teaching /

Guidelines:

A. The instructor must ordinarily be notified of the visit and given the
opportunity to explain the purpose (and any unusual aspects of the class)
to the visitor before the class. -

B. The visitor should arrive on time, stay until the end of the class, and
be unobtrusive in his presence. ,

C. A report of the visitor's evaluation should be available to the instrut-
tor within one week of the sass.

0

D. The visitor should evaluate the instructor on the followingTorm. Any
item in which the instructor receives a less than average rating should

.have the reasons presented in the comments section. 4 --
W.J ,

!

E. If a particular day is not apprppriate, the instructor has the right to
request and receive a visit on a different dam.

F. Rate the instructor in each of the SR11cwing with: 1=poor: 2=below average;.
3=average: 4=above average: 5=excellent. Leave the item blank if you
do not feel knowledgeable enough to comment, or if this particular visitation
does not apply. _

Administrative Evaluation of the Instructor as a Teacher

1. Explained material clearly.

2. Appeared to be prepared for class

3. Handling orqualstions and student ideas, etc.

4. Apparent rapport with class

5. Encouraged critical thinking and analysis?

6. Maintained class interest

7. Was-class time well used?

8. How did the professor reaot to student viewpoints different from
his own?

9. Encouraged relevant student involvement in the class,

10. Voice level and quaility
4

11. Effective uhe of teaching aids (blackboard, machines, etc.).

it 7/1/74 . C-12

95

Stv



Encloiure 4 (continued)

12. Handfed assignments,,exams,'etc., well

13. 'How would youLdescribe thwattitude of.students in the class toward
the professor?

14. Teaching methods

7/1/74 'C-13
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Enclosure 5
4;

Criteria for Promotion and Tenure. of
Library Faculty at Plymouth State College

Professional librarians at Plymouth State College, in general, hre ex-
pected to conform to the-sane standards required of the teaching faculty:
Any academic library is a highlycomplex teaching, academic service, and re-

' search facility. Thelimalor efforts and scholarship of librarians must be
'directed toward solving the myriad organizational and service problems of
their individual libraries,'while encouraging regional and national network
development.-

The eValuation,of each individual must be basically on his contribution
to the purposes of the library withih,the academic community rather than on
teaching or,on publication: At the present time, this is a nationwide pat-
tern and not peculiar td this college.

r
All library faCulty are retained and promoted in e light of their

continuing prOfessional growth and;value to the college. It'is recognized,
that; tenure, particularly, is a long-range commitment of college resources
and deserves the most careful Scrutiny. Recommendationsefor tenure are
made with this fact in mind.

All evaluation levels considering a candidate,for promotion and tenure
should:

I. Evaluate the candidate's demonstrated ability to carry out assigned
library functions with competency and efficiency. This may be judged_
by the candidate's:

(1) level of accomplishment in comparison With others in similar
positions;

(2) effectiveness in utilizing assigned ti
(3) participation in committee activity;
(4) ability to analyze relationships, recognize problems, develop:

solutions, and execute plans;
(5) res6uliefulness and originality; and
(6)' enthUsiasm and interest in the work.'

II. Estimate the effectiveness of interpersonal relations with co-workers
and others. Where-applicable, capacity for leadership; effectiveness of
communication; impact on students; organizational ability; and the ability
to gain the respect, confidence and support of the candidate's associates
and the public may be considered.

III. Determine the potential for coetinued growth and the candidate's
ability to assume a changing'role as shown by success in keeping abreast of
developments in librarianship; participation in professional organizations,
conferencessand institutes; pursuit of a serf- designed program of study;
achievement of an adOanoed degree. * \ kk

41)
.

Assesses the candidate's,contributions to the educatibnal processes'
of the college outside of the library. Teaching, advising student

7/1/74
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'Enolosure 5 (continued)
1

organizations, giving talks, and Serving on college committees may be
considered under this heading.

4 )

V, Consider the candidate's service- to the college And the community
°wherever service to the people of Nel: Hampshire, gn,behalf of the college,
ie needed. This should not be confused with community serviCeor civic:

t
'110rticipation done as a private individual.

/1. Consider the'candidate's scholarly and aesthetic contributions to `

the library, the college, and the community outside the college:,- Evalu-
'ations of research; publications; ,and literary, dramatic, musical or
pictorial artistic accomplishment would fall within this area.

The ZAbrary.promotion and Tenure Committee has the responsibility to
, compile evidence pettaining to the candidate's performande in these six

areas. Sucqpssful candidatei-for tenure will showstrengthein the first
three criteria and demonstrate growth in two of the second three.

4

Colleague Opinion of Candidate as a Librarian

You are being asked to evaluate a fell7wfaculty member. If you feel
that'you have not had sufficient contact with the faculty member, or have
no real basis for an opinion,on any (or all) of these itemst, leave that
response blank: Mark your responses oh the computer sheet. Sign your
name in the name position and print the evaluated candidate's name in the

'instructor position at the top of the 'computer sheet.

Rate the candidate in each of the following With: 1=poor; 2=below
. average; 3=average; 4=above average; 5=excellent. Return the form to your
.department's Promotion and Tenure Committee Chairman or hie designated
representative (o be used whenever it is the chairman being evaluated).

1. Interest'in area of general and specific responilbility,and gen-
eral ability to communicate

2. ,Rapportiwith students and concern foi studbnts .

3. Rapport with faculty/administratiom

4: Mastery 'oelibrarielnshi p,

5. Keeps up With new developments and ineihods in area of respOnsibilit47
a

6. 'Effective (and/or flexible).use of work ,methods and techniques

7. Effeqpiveness as a supervisor

A
8. Effectiveness as a.supervisor

01.

9. Effectiveness as a supervisor

of other professionals

of clerical staff

of student workers

10. Ability to function well in a working group

7/1/74 - C-15
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Enclosure 5 .(continued),

11. Professional contributions to the library staff orfaculty by vocal./

izing suggestiOns and sharing ideasand newly gained knowledge of dev7
elopments in librarianship 4

a

12. Ability to -represent the college well ifikcommunity and profes-

ional relationshipe
6

13. OVerall, rating as a librarian. Ilf you did not feel qualified to

answer a majority of the previous items, leave this one blank.)

Evaluation by College Librarian

SiAe'professional-librariana Are observed on a daily basis, this con-

stitutes vistation.

Because of the nature of library organization, specific functionsare,
delegated to professional librarians in accordance with job descriptions,
written statementeelaborating-details.of,each function,; philosophy, goald,
and responsibilities of the position. /4 is against these documents and
the Criioria for Promotion /Tenure of Libry Faculty (this Enclosure) -that
the candidate:vein be evaluated in anecdotal form bir'the College Librarian.

Anecdotal evaluations are preferable since specific job functions criteria

"vary for each position.

O
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CHURCHES

Assembly of God
Rev. Joseph Bennett

O

LIST OF AREA SERVICES

t

Address'

Christian Science Society
Mrs. David A. Scott

Church of Christ
Rev. Thomas Fowler

Episcopal Church of,Holy Spirit
Rev. Bayard Hancock

Roman Catholic, St. Matthews
Father Watson

5 Amory Road
Plymouth, N.H.

Winter Street
Plymouth, N.H.

Phone Number

536-1471

536-2340

Tenney Mtn. Hgwy. -3A 536 -2287.or

Plymouth, N.H. 536-1781

0

Main Street 536-1321
Plymouth, N.H.

School Street
Plymouth, N.H.

United Church of Christ Main Street
(Congregational) Rev. P.V. George Plymouth,,. N.H.

Unity Methodist Church_
Polhemue

,DENTISTS

0^ '

v

Highland Street
Plymouth, N.H.

Crowell, Edward B. 85 Main Street
Plymouth, k1.H,

Hume, V.O.
.

Learned, Clifford. B.

Whitehill,.Dunean

Whitesell, Donald B.
4, a

DOCTORS

Archibald, Jotin G.

Craig, Alastair

*19 AVery Street
"1" flymouth, N.H.

0

66 Main Street
Plymouth, N.H.

536-2424 /0,

536-1953 or
536-1077

536 -1941 or

536-1670

536-1529
<1,

536 -2815

536-2814

Tenney Mtn. . 536-2588
Plymouth, N.H.

*19 Avery Street 536-1445
Plymouth, N.H.

20 Avery. Street
Plymouth, N.H.

Highland Street
Plymouth,-N.H.

7/1/74 D-1
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DOCTORS - Continued

Crane? Henry D.

DeWitt, Reginald F.

Kirk -Hurme, Eugenia

(Pediatrician)

McIver, Frederick D.

Olmstead, S.H.

Zak, Vlastimil

HOSPITALS

,
*19 Avery Street 536=1441
Plymouth, N.H.

4

*19 Avery Street
Plymouth, N.H.

4 *19 Avery Street
Plymouth, N.H.

Sceva Speare Memorial Hospital

Lakes Region General. Hospital

Mary Hitchcock Memorial HospitAl

Dartmouth-Hitchcock Mental
Health Center

NEWSPAPERS

Concord Daily Monitor

Plymouth Rdcord (weekly)

Laconia Evening Citizen

Lakes Region Trader (weekly)

Manchester Union Leader

85 Main Street
Plymouth, N.H.

46 Highland Street
Plymouth, N.H.

*19 Avery Street
Plymouth, N.H.

1

Highland Street
Plymouth, N.H.

Elliott Street
Laconia, N.H.

2 Maynard Street
Hanover, N.Ty.

9 Maynard Street
Hanover, N.H.

536-1441

530-1441

536-1972

536-1558

536-1441

536 -1120

524 -3211

643-4000

643-4060

39 Franklin Street 934 -240.9

- Franklin, N:H.

111 Main Street
Plymouth, N.H.

2

Fair Street
Laconia, N.H.

pair Street
Laconia, N.H.

35 Amherst Street
Manchester, N.H.

536 -1312

524-3800

524-3800

625-5432

*Located in Sceva Speare Medical Park building in rear, of Sceva Speare

Memorial Hospital.
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REALTORS

Berg, Evelyn

Chapman, John W.

Deep River Real Estate

Main, Robert E.

Nelson, Marianne

N.H. Colonials

Wixson,'Rowena

.1

I

I

Quincy Road (' 786-2471

Rumney, N.H.

85 Main Street 536-2154
Plymouth, N. .7.

Highland,Strei 536-2155
Plymouth,' N.R.

West. Plymouth 536-2100 r .

New Hampshire -

.

Campton, N.H. (office). 536-1588
Ashland, N.H. (office) 968-7718

I.

57 Main Street 536-2180
Plymouth, N.H.

RFD #1
Plymouth, N.H.
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BY-LAWS-OF THE PLYMOUTH STATE COLLAGE GRADUATE FACULTY

Article I

Name

The naAe .of this organization shall be the Graduate Faculty of PlyMoutli,
State College (hereinafter called the Graduate Faculty).

Article It

Under the leadership of the, President of the College and subject always
to the approta1 of the Board of Trustees of the University of New Hampshire,
the Graduate Faculty shall have legifititive jurisdiction in all matters of
graduate student educational policy not otherwise prescribed by the Board
of Trustees of the Univerbity,

/1 Article III
t

' .

\ MOMbers

The Graduate Faculty shall consist of those ?acuity members in the rank .

of Assistant Professor or above who hold the earned, doctorate'or the highest
terminal degree in special fields. Such faculty members shall ordinarily be
engaged in teaohing graduate students 4,13 the graduate program. Faculty clo
meet the requirement of the earned 'doctorate or terminal degree aid hold the
rank of Assistant Professor or above bedbme eligible as Graduate Faculty when
they teach such students.

. Those faculty not meeting the, above requj.rements who have been screened
by the Graduate Faculty. Council,xecommended to the'Graduate Faculty, and
approved by them as having demonstrated competence in their field of speciali-

, zation and who ordinarily teach'graduate students become members of the
Graduate Faculty. A full copy of all prdceedings ift:guch,instances shall-be
kept in the faculty, member's personnel Ale-

.

In addition to the above teaching,GTaduate Faculty, the President of the
College, the Dean of-the College, the Director of.Graduate Study, and the

ctor of Continuing Education, shall bd voting members of theGraduate
tY

Article IV

dfficers

A. A Gradmate Faculty Speaker shall be elected by ballotalinually at the
last regular Graduate Faculty meeting of the year. The"Speaker shall
assume office at the first regular Graduate, Faculty meeting of the next
academic year.
1. The Speaker shall prebide at all Graduate Faculty mgetinqs: In the
. absence of the Speaker, the Directoeof Graduate Study shall preside

until the assembly designates a'temporary presiding' officer,

7/1/74
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2. The Speaker shall prepare the, agenda for Graduate Faculty meetings
in consultation with the Director of Graduate Study and/or the
President.

The President is the chief administrative officer of Plymouth State College.
.(In the President's absence some administrative officer in the chain of
command will assume his role). The Director shall by responsible, for
providing adequate secretarial service for Graduate Faculty and Graduate
Council meetings. The Director of Graduate tudy will alto be in charge -

ofprior distribution'of the agenda and the taking and publishing of
the minutes of each meeting.

Article

Meetings,

A. The Graduate Faculty shall meet at least three times a year. At its
first meeting, the Graduate Faculty shall set the regular meeting dates
for the rest_of the academic year.

B. Special meetings of the Graduate Faculty may be called by the President,('`
of the.College, the Graduate Faculty Speaker, the Director of Graduate
Study, or upon petition of any fifteen members of the Graduate Faculty
to the Faculty Speaker and/or the President.

.

C. Graduate Faculty meetings will be governed by Roberts' Rules of Order.

Article VI J
The Graduate Council

.A. The Graduate Council shall meet at the call of.the President; the Dean
1:2

of the College or the Director of Graduate Studies. This uncil all
act in a recommendidg capacity to th, Graduate Faculty ank.--. the
Director of Graduate Studies and to the President on all matters concerni g
the graduate programs at Plymouth State College.
1. Screening those faculty who have the equivalent: of the earned doctorate

.(c.f. Art. III, par.2).

2. Setting requirements for graduate student admissions and degreEs.
3.4ievisibn of existing or future graduate programs.
4. commendation of new graduate programs.
5. Coor nation of joint graduate programs within theUniversity 4's

or they 600perative programs.
. i

, D% Members
1. Ex officio

President of the College- -(
,,

Dean of th6 College
-

Director of Graduate Studies.
Director of Continuing Education n

Chairman of the Department bf Education
AlliGraduate Faculty members who serve as coordinators-of education

programs will also be ex officio members.
2. Onermember of the Graduate Faculty from each of the departments offering

graduate programs (atpresent, Natural Science, English, Mathematics,

/11
Social Science and Education) chosen by the Graduate Faculty in the
department to act as coordinator ok graduate programs in that depart-
ment shall be members of the Graduate Council. %

3. Two full-time graduate student members selected'by the Director of
Graduate Studies and appro'ved by the Graduate Council shall. have all

the duties and rights as other Council members.

I. 0 4
. A

,
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4. A representative from the library staff Shall serve in an advisory
capacity to the Council. Such person shall bd selected in such manner
as the library staff deems most desirah..e.

C. Duties

1. The Council considers and approves or denies,by itsewn authority
all minor chaSges in eurricultimi4The Council publishes minor changes
by distributing copies to all members of-the Graduatp. Faculty and
the administration: ActionLon minor changes becomed official' on the
twenty-first day after the action is posted, unless a member of the
college community lodges an objection to the change with the Graduate
Faculty Speaker befdre thetwenty-first

2. The Council brings before the Graduate Faculty the Council's recom7
mendatiOns concerning all proposed major curriculum changes._!

3. The Council periodically reviews the college curriculum for graduate
programs 'and makes recemeridations concerning revisions.

Major and Minor are dichotomously defined by the operation oftbe
system.. A change is major, (a) if at least one member of the Council
maintains that it is major, or' (b) if any member of the Graduate Faculty
requests of the Graduate Faculty Spedker, within twenty day& of
posting, that a poAed minor change be brought before the entire
Graduate Faculty. A minor change, then, is any change that all members
of the Graduate Council deem minor and that no other member'of the
Graduate Faculty objects to. 7

/'
4.. The Council elects its own chairman.

Article VII

Committees
O

a

4

A. The following committees with' composition as indicated shall.be
appointed annually bS, the Director of Graduate Study with the 'advice and
/consent of the Graduate Council near the begipning of the academic year
from the members 9f the Graduate Faculty and graduate students.
1. The Admissions Policy Advisory Group is composed of the Director of

Graduate Stedy, the Director of Continuing Education, and three,
Graduate Faculty members. Develops and executes plans for effective
recruit.ment of the type of student who should be successful in one
pf,thS college graduate programd. The Director of Graduate Study
may call upon the Admissions Policy Advisory Group to assist in
admitting students for beginning entry into the program and for
matriculation. Recommends to the Graduate Council requirements
for admission. 4

2 Evaluation Advisory Group ismomposedof the Director of Graduate
Study,stbe Graduate FaCultymeMbdr,teaching 1esearch Design, and
three othor"meMbers of the Graduate ppculty. Its duties are to
design and execute suitable designs for following up graduates
in the graduate Prbgramrand other means of evaluating the effeo-
tiVenessof the graduate program.
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Article VIII

Amendments
/

These By-Lawa may he amended at any regular'Graduate Counciltreeting by
a vote of the majority of the entire inembership or by a two -thirds vote

of tIose voting, whichever' is less.

B. These By-Laws may be amended at a special Graduate.Council meeting by a
vote of, the majority of the,entirwmembership.

O
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Enclosure to Appendix E

. Graduate Studies

;,

Please refer to a current edition of the Graduate Studies Catalog for

specific information regardi-Ag'the graduate-programs at Plymouth.
4

) A. Grading and Evaluation

1. Letter Grades The letter system of fin-al grades (A, B, C, D, and

F) is also applicable to graduate studentL., Howevet, no .grade lower
than a "C" will apply toward fulfilling te semester, hour requirements
for the Master's degree: Graduate students must also maintain a minimum
averag.,(-T5T "B" to successfully.00mplete a degree or non-degree graduate
prograM.

2. tes-,Not Pass Option,- Graduate students may not exercise the Pass-
Not PIES Option.

witn'the Gra4e Report sheet, areto be complete8 by the faculty member
3. Graduate Studekt. Evaluations - The Facility Appraial forms, Provided

..i 14

for each. graduate student in glass. They are to be submitted to the

.Begistrar with.the Grade Report sheet. ,

4. Other Grading and Evaluation Regulations - The regulations, for grading

and evaluating cited below also'apply to the graduate program:

Incomplete - 7'

Scholastic Warnings p. III - B

Removing Course Deficiencies p, III - 8

Final Examination' and Grades p. III - 9

B., Graduate Credit'lfor Undergraduate Students

In exceptional circumstances, art undergraduate may recqye graduate credi'-

The courses taken may,also "double count" as undergraduate and graduate

credis. The regulations governing this policy are aa follows:
1. .1.x hours is the Maximum credit that fty be'eardtd in this manner;
2. the student must be a senior;
3. the total undergraduate and graduate hours may not usually exceed

fifteen hours' in any one semester. Exceptions may be granted when, due
to differing course credits, (e.g.,,a four-credit course) bring theetotal

number of credits to more than fifteen:
4. a 3.0 cummulative average is required.

C. Meetings of the Graduate Faculty

The Graduate Faculty meets' three Idiles a .;6.as.,.......the dates and tin ed,to

be announced.'

Rev. 1/2/75
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% APPENDIk,F

Personnel File Structure
'

.
..

4
, ',

The personnel file maintained in the Business Office will 'contain
threq sections or parts. The first part will be 0 Business Elle which
contains appointment letters, records of leael of absence And sick:
leaves, paykollinformation and.frime benefit matierials; as'well as
other materials neither pertinent to evaluation '1/46r sealed in the.Sealed
File. The second section will be the Evaluation Piled and this will
bd open to the individual and all./Ilevels of evaluation and/or grievance4 -

at Plymouth State 0911ege.* The third section, the Sdhled File, .contains c
materials obtained prior to or during employmenwhich were submitted
in strictest confidence. Only 'the PresidOnt.or,his designee it, privi-
leged to place materials in-the Sealed File or gain access to it.

f
., . ---. ,

To further explain the contents and thesecurity of materials
contained in.the cub- files, see the enclosed grid.describing iersonne li
file contents and access.

.-
(ler

An administrator placing ,an item in the petsonnel file is responsible
for deciding into which of,the three sections the itemshoeld be-placed. ,

An item. placed in. the Evaluation File must be made available to the
individual, either by an immediate carbon copy or a later Xerox copy at

o the time the item is placed in the Evaluation File. An allegation or
accusation may not be placed. in the Business File, and, of course, may not
be placed in the Evaluation File without notice to the individual.

In order to identify Ihe people who have reviewed the Evaluation
File, a sign-out sheet will be maintained by the Business Manager.

o

In cases where the individual has requested another individual to'
write a confidential letter of recoMmendation, the letter cannot ,be
placed in.the Evaluation File unless it is formally released by the .

writer. 'Once the release is in the hands of the Dean, the letter-may
be placed in ur Evaluation File and is subject to the conditions of
that file.

mat

t
r

. . . ,

*Departmer41promotion/tnnure committees will have access toindividual
personnel fit only within Speare Hall, The use of a conference room in
Speare Hall for the pUrpose of reviewing personnel filers be arranged
through normAl procedures.

. . o
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